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FOREWOFD 



Business in our economic free enterprise system plays a vital role 
in the lives of all citizens.^ To a large segment 'Of our population, it 
represents employment, income, and 'financial security: To an even greater 
segment, it represents goods and Services used in daily living. Business 
and Office Education, therefore, should occupy a significant place in our 
secondary school curriculum. 

The -purpose , of this publication is to provide guidelines for adminis- 
trators, counselors, and business teachers which wilT help them "in developing 
flexible, relevant business, programs for Narth Card'^ina youth. These guide- 
lines have been developed to assist administrators, counselors, and business 
teachers in becoming familrar with career patterns; tio promote better arti- 
culation between levels of instruction; and to establish an understanding 
between levels of instruction; and to establish an unHerstanding of Business 
and Office Education throughout the' total school program. 
/ : . . . 

Grateful appreciation is expressed to Miss D. Macil Via, Chief 
Consul tanjt. Business and Office Education, for her recognition of the 
importance of developing this publication and for her leadership in 
initiating and guiding its preparation. * 



A. Craig Phi 11 
State Superin 




of Public Instruction 



September, 1976 
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PREFACE 



This publication is a revision of Education for Business (No. 368), 
^blished in 1963. It reflects societal and technological changes 
occurring in the busihess^rlcj. 

Business and Office Education has two major objectives: 

. 16 provide for. the development pf occupational skills necessary 
for initial employment and advancement in business career. 

. Tb provide for' the develt)pment of economic understanding needed 
for intelligent pgrticip'ation in our economic system of free 
enterprise. . \ 

Since each objective is complementary to the other, students pursuing 
careers in business should attain competency in both. Therefore, it is 
imperative that business educators plan balanced business programs in the 
secondary schools of North Carolina. 

The latest concepts in the development of a Business and Office 
Education curriculum contained in this publication are presented as sug- 
gestions for administrators and teachers in developing balanced business, 
programs. 

Grateful appreciation is expressed to all those who have participated 
in the preparation of this publication. Such cooperative efforts will 
enable us to extend better educational opportunities to the youth of 
North Carolina. 

Charles J.^aw, Jr., 
Director 

. : ' ^ Division of Occupational Education 
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INTRODUCTION 



Business Education is a vital , interrelated part of the total 
educational proqess encompassing. a two-fold purpose - 

. to provide contributions for the economic literacy of all 
_ students, and ^ 

" ■ * ' J. - > 

. to provide pccupatiooal instruction for students desiring 
careers in business. 



In achieving the goal of economic literacy, learning experiences 
are provided which enable the individual to: 

. understand the structure and function of the American free 
enterprise system ' . 

. participate intelligently in political, so'cial,, and business • 
commumty life - local, state, national, and international • 

. become a wise buyer, user, and producer of business goods 
■ and services 

. utilize guidance and employment services 

. comprehend the need for business, to realize a fair return on 
the training time, equipment, and salary invested in a be- 
ginning employee 

. evaluate employment opportunities in line with one's intercut, 
aptitudes, abilities, and career objective 

, atfapt to the changing requirements *of business employment 

. manage personal business affairs as an intelligent tizen 
through the effective use of communication and computational 
skills 

. manage finances wisely for personal and family security ^ 
. appreciate the dignity of work 

'. exercise honesty, dependability, and good work habits "(f^ 

In achieving the goal of vocational competence, learning experiences 
extend beyond those included for economic literacy, will enable the 
individual to: ^ 

. exhibit competency^in specific job tasks 



.' understand and practice good*' huRian relations . . . 

. understand work flow and. the interrelationships of various 
^ business functions and procedures' . ^ . • 

' nrnnJJ^ Jwi) goals Qf^BusinesS and Office Educ?Ltion.areoitefdependenf in' . 
programs designed to develop vocational competency. The goal of economic 
Tlii^?nL''-'"'P2;**"5 an students. college-bJund and noncollegSind. 
h.«^Icc c i- t° accomplish the goafs of Business and Office Education, 

business subjects must be available to all studpnts. "^au.un. 



/ 
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* , PHILOSOPHY OF BUSINESS An6' OFFICE- EDUCATION 

• The jmost viable, philosophy for Business and Office Education is 
giyen in' "A Statement by the Policies Commi.ssatfn for Business and 
. Economic Education" ' which' is quoted in fu-lT below: . 

TfllS WE BEL I£V,E ABOUT BUSINESS EDUCATION IN THE' SECONDARY SCHOOL 

Major statements of the purposes of education in America 
have identified a need for business education., Bu^Kiess 
education achieves its goals through - , ^ ' 

Specialized instruc^tian to prepare students for careers 
^ % in business. . . - ' ^ ^ \ > 

^ ' ■ ■• ---^ • r, ■ • 
Fundamental, instruction to help students assume their 

economic roles as consumers, i^ork?rs, and citizens. 

• ■ , . . 

background instruction to assist students in preparing 

v.for professional careers requiring .advanced stydy. • 

In an "effort-* to satisfy the needs of all students, secon- 
dary schools should provide sound* progt^aras of business 
ediication that provide^instructiorT foy and/abqut business. 

We Bellzvz That . / ' * ' ^ ' 

. . ..Business education' is an effective program of 
occupational instruction for seqpndary'^tudents desiring 
careers in^usiness. 
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,* . . . Business edupation .has an important contributior\ 1^) 
• make to, the economic! i^tferacy of all secondary school studentsT 

^ . . Bujsiness edutation ifs desirable fbr students vfho plan ^ 
^, progran^s reqi^iring postsecondary an^ hi^ef 'education in 
the field of business.- ' ^ • ^ ' 



/ 



( 



The Policies Commission ^r Business and Ecolibmic Education, ^ 
sponsored. jqintTy by the National Business Education Association and 
Delta Pi Epsiltffp was orgaotj^ed in 1959 to bring about <a better und^- 
standing of what constitutes'?^ business and economic education and t^ 
render assistance -to those'who are concerned with the total education 
of young people. " ' • r |» • 



, The eccupatibnal/progranTshould^ be*re1a>ed to the needs of 
- business. Therefprfe, -the busines:? curriculum must- be flexiblls 
. and sensitive to' chinges in busirife^s. ; '* ^ . ^ 

We ^(Lil^vt JhaX '' ' - ^ — 

. ' ■ , • ' . ■ t . • 

. . . Every secondary school should provide opportunities > 
for students to prepare for careers in business. ^ 

... the time devoted to preparation" .for' business- occu-^ 
patioas should depend upon the student's abilities, 
interests, and personal qualities. ^ ' 

•,• I^?: sequence of learni^ig. experiences jstiouTd be 
planned ^o that the student -wilj/ achieve his highest • 
occupational competency upon (i^pletipn offhis prograrfl 

\ <^ ■ . ■ U ■ ■ • 

. . . Instructtonal^equ^pme?1t and facili.ties, should be 
comparable to those foiind in the busin^ses Uere students 
are- likely to be e(nployed. • . ' -/ 

*- ' ■ . ' ' '"^ ^ 

v» . 'In-schoQ> laboratpries that simulate tu>iness con- ' ' 
ditions c^n be an effective means o"f provtdirfg business' 
educa-tion. / • ' ■ , ' 

■ \\[ ( -^r • . > • 

. ...-On-the-job Experience through cooperAive -education 
can be-,an additional effective means of providing business 
education. -' ' . 

. . . An advisory committee should be involved in planning" 
prpgrams heading to empleymerrt in business. , 



■ I 



■ ■ ^vS^'^*■'^<=a,tes of occupational prdficiency should be t 
award^a. to st-tfdents who deVel6p enlpTpyable- competencies 
Pro/iciency certificates should -be recognized as evidence 
of competency by. employers^ or employment agencies 

. . . EveKy secondary school shobld hav^ a youth 'bf-gani za- 
tion for business students^ " . .. ' 
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.The-Gonsumers, workers, and citizens should know how to 
interpret economic issues which affect them and how to' manage - 
their econonjic affairs efficiently.- ^ 

We Ei^IlQvd ThcU . * * • ' • 

. . . Opportunities must be provitied for secorfdary school ' ^ 
students to develop an understanding of how our business 
system operates. 1 



. . . Programs that develop ecoWotaic understanding should be 
planned cooperatively with other departments of the; school ' 
that are concerjied with economic education. " ; 

• . . Any requirements reVrting *to 'the developtnent of per- 
sonal and -social economic competencies should be reciprocally 
recognized by the respiective departments of the school. 



. " Guidance 

' — ' — 

" The diversity and comprehensiveness of the business program 
reqtji res, that guidance services be available to all students. 

We Bi^Zltvc That . 

. Occupational information and assistance, in interpreting^ 
that information should be available to all students. 

. Every student shotrld be assisted in establishing an ♦ 
/awareness of his own interests and capabilities so that he 
may plan his career. ' , ' 

. . The secondary schoo>s have a direct responsibility to 
provide occupational counseling, placement, and follow-up of 
students enrolled in the business program. 
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HISTORY OF BUSINESS EDUCATION IN NORTH CAROLINA 

Business Educatipri has had an interesting, progressive titstorical develbpment 
in the North Carolina public schools. ^ - 

B^j^iness Education, originally called Commerc'ial Education, was a part of 
public education in North Carolina from its inception in 1907, when conmerclal 
geography, was offered by two high schools. 

By 1925, 53 of the 697 high schop.ls offered business subjects i-n spite of 
the fact tl\at no state course of study was available for guidance in program | 
planning. ^ H.; 

: '; y 

From 1926, the history of Business Education, in North Carolina parallels 
the development of state curri^culum guides. The first guide was published in 
1926; subsequent guides were published in 1935, 1948, and 1963. This curricu- 
^ lum guide is the fifth to be published; and its date of publication, 1976, 
marks the 50th anniversary of the first state curriculum guide for Business 
Education in North Carolina. . ^ 

- The 1926 Curriculum Guide . Ten business teachers were appointed as a 
Committee for Commercial Education by the Superintendent of Public Instruction, 
prepared a "Course of Study in Commercial Education." This was published in 
1926 as pag^s 183-185 of the Department of Public Instruction's Cewrses of 
Study for th e High Schools of North Carolina . • ~ 

The g^iieral objectives Qf high school ommercial ducation were set forth 
by the^Coifimittee as those that "must train for citizenship, provide means of 
<earnir>g a living, and train for personal happiness and enjoyment." Two pro- 
|raips were recommended for high schools - secretarial and "accountancy." 
^^tv; program included eight business subjects, with the following five subjects 
/included in each: commercial geography, geography and industrial history, 
junior business training, commercial mathematics, and Typewriting 1. 

In 1927, 56 of the 856 public high schools offered business subjects. 



^^^ml^^ u Curriculum Guide . In this guide, "Commercial Education" was 
renamed Business Education". As in the case of the previous guide, this 
one was prepared by a committee of high school business teachers appointed 
by tfie Superintendent of Public Instruction. ■ 

V The 1935 guide broadened the recommended general objectives of Business 
Education for the public high schools over those of the 1926 guide. The new 
objectives included personal-consumer as well ^s vocational objectives, Con- 
cermng these, the Committee stated: " . in addition to the courses of 
a -disti^nctly vocational nature for those who warit to prepare for business 
employment, a business curriculum should include courses that will meet the 
personal business needs of all students as consumers and citizens." 

'^<^ ' *w. . . - 
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The following three curricula Were outlined in the 1935 guide: Bookkeeping, 
Stenographic, and General Business. Each proposed curriculum required a minimum 
of five subjects, with general business and business law included in each. 

In 1936-37,' 297 of the 946 public high sbhools offered bus'iness subjects. 

The 1948. Curriculum Gu^de . The basic' draft of the third guide wa5 written 
by business teachers in a curriculum workshop at Woman's College of the 
University of North Carolina, Greensboro. 

• » • -r ' ■ . ■ ■ ■ , . 

,; In thHs guide, the general objectives of high school business education were 
described as "(1) vocational - those that Drovi(J.e preparation for vocational 
competency and occupational intelligence; and (2) nonvocational- those that 
provide education for consumer -and social-economic efficiency." 

Four curricula were included in the 1948 guide: Stenographiq, Bookkeeping, 
Business. Foundations ,~-and. Clerical . Each proposed curriculum required six 
business subjects - three vocational and three nonvocational. General business 
and T^p^riting 1 were reqitfred- subjects in each urogram. 

In 1948-49, 617 of the 958 public high schools, offered business subjects. 

The 1963 Curriculum. Guide . The fourth curriculum guid^ for business educa- 
tion w^ prepared by members of the North Carolina Business Education Council 
during the term of the first North Carolina State Supervisor for Business 
Education, Ms. Joyce Bateman. 



The general objectives of*bu'siness education were summarized in this guide 
as "(1) basic business-economic education for all students and (2) specialized 
business education' for noncol lege-bound students ... and for col lege-boun-d 
students who want to supplement academic education with practical education." 




li^ guide presented a proposed ty^o-way program with concentrations in 
Shorthand and. Business "-Fdundations for one-teachisr business departments. The 
following four programs were outlined for larger business- departments: Business 
Foundations, Stenographic, Manager-Owner, and GeneralOffice." The nun^er of 
business subjects required in each of the proposed concentrations ranged from 
five to seven, with the following subjects included in each: basic business. 
Typewriting-!, Bookkeeping 1, and advanced basic business-economic information. 

In 1974-75, there were more than 606 junior and senior high schools in 
North Carolina. Of these, 516 offered ohe or more business subjects. From 
the beginning of public high school education in North Carolina to the present, 
the proportion of .the public high schools with business subjects/increased 
from 1.4 percent ita 1907 to approximately 84 percent in 1974-75. .Doubtless, 
the interest and efforts of business educators and the guidance offered by 
business education Curriculum guides for a fifty-year period have contributed 
significantly to the growth of business education in North Carolina. 
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OCCUPATIONAL AWARENESS, EXPLORATION, AND 
PREPARATION - MEETING THE CHALLENGE 




Schools throughout the ^ration must help millions of youth to find 
their plffce in a changing world. Constructive planning and implementation 
of the planning are imperative. Appropriate guidance, learning experiences, 
and quality instruction-must be given because the demands of the times are 
great and the number of individuals engaging daily in business activifies 
as purchasers, consumers, and priducers of goods ?ind services is large. 
, ■ ■ ■ . ■ . ' ■ 

Mariy opportunities will . be available for job/ seekers.in the future. ' 
The ability of young people to embrace these^oppbrtunities , howaver, will 
depend to an injportant extent upon their edijcatlonal background. The 
job-world of th^ future obviously calls for individuals who have market-' 
able skills, skills built upon 'a balanced educational background. 

Will our youth be prepared to meet changing job opportunities and de^ 
mands? How can the challenge be met? 

• . ^' 

, an an attempt to fneet this challenge, educatton for cai^eers is organized 
around a conceptual framework encompassing occupational awareness, explora- 
.Uon, and preparation. Through this approach, knowledge uniquV to business 

HonVc".°^^^5^^'°"' "^^^^^^ understanding the wock environment. 
Students at different educational levels observe, discuss, and -practice 
, ihe use of knowledges and skills in , actual or simulated work .situations. 

^ Occupational Awareness (K-6) 

Although occupational awareness introduces- elementary students to a 
wide range of careers, images and attitudes of particular business careers 

r lit Vy!ll ITI m'^'v.^^.V'' "i"^'- .t^iscussi^on topics, on where parents work, 
;„..*^hal: they do, and whether 'hey enjoy their wa^^-eifCter many times around^ 
^^So^rcft.^ ° occupdLions. Ideas abo^TTTDrk roles, job titles, and^ 
- work settings are expanded as students tak/field trips to business and ' 
jndustry... In a :nnMl ,ted work situation in a "play" community, students 
■role-play jobs; and the transactions that take place help them realize 
it^t jobs grow out of the need for goods and services. Content for deve- 
'^f'rm r skills reflects work attitudes )and other occupational 



Occupational Exploration (-/-S) 



, • Exploration c^f business and office occupations is part of the 
tional exploration program for the state! This program is~designe 



occupa- 
designed to 



provide youngsters with ^roup guidance activities coupled with "hands- 
on^' .laboratory activities in which they explore a wide range of careers. 
The exploration of business and office occupations is integrated in the 
business laboratory with the marketing, distribution, and communication 
media occupations. 

As business and office occupations are explored, students are assisted 
in focusing on three aspects of career deveflopment: <1) Wh^it is important 
for me? (2) What is possible for me? -and (3) Whatsis prolwble for me? 
Decision-making 5kills:)are utilized as priority career chices and appro- * 
priate educational plans are formulated. * 

fror information pertaining to the to^tal program of Occupational Ex-, 
pi oration., refer to A Guide for- Implementing a Middle Grades Occupational 
Exploration Pro(|iram , available from the Qccupatinnal Fxplnratimi py^ngy^am 
area of the Division of Occupational Education, State Department of Public 
Instruction, Raleigh, North Carolina 27611. 

Occupational Preparation (9-12) , ' 

^ The high school Business and Officfe Education-program is arranged In ' 
career patterns that are directly related l!o student goals and job oppor- 
tunities. Cane6r patterns such as Accounting, Stenographic, Clerical, 
Data Processing, and Business Management may be included. Other career 
patterns may be designed. 

Business and Office Education has 'much to gai^i and much to* contri- 
bute to career development. The business and office preparation program 
included ^^^reer development when the following elements are prevalent: 

, 1. Patterns which are job-related and sequential in natu^ 

2. Patterns that. are designed to offer flexibility, through options 
within courses and patter*ns, as student goals become more 
clearly defined 

9 

3. Integrated learning units within each course and 

4. Knowledges and skills necessary for job entrance, c tation, 
and advancement ^ 

5. ' Student-centered instruction 

6. Simulated and actual work activities which emphasize human 
interaction, cooperation, communication, responsibility, and 
work flow 

7. Articulation with the program at the junior high and post- 
secondary levels 

8. Opportunities for decision making, problem solving, and values 
clarification 

9. Job-related performance goals in line with student career - 
objective 
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Summary . 



Business and OfficeJEfducation is an integral paj^t of career develop- 
ment occurring at all educational elvels. Articulation of business and 



office career ^experiences is critical for an effe^ive sequential program. 
Coordination is essential, commencing at the elementary level and continuing 
through the secondary and post-secondary levels. One segment of the progr& 
serves as a springboard for the next segment. As educators better coordihatt 
their efforts, students will become better prepared to cope with. the com- 
plexities of career decisions in a changing society. ^ 



- ( 
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- GUIDELINES FOR "ADMINISTRATORS 

Part 1 . Planning thz Ba6-cne6^ Pnoquam 

• . Every program planner must work within definite limitations; 
otherwise, each would tend to favor personal specialty and sacrifice 
balance. ^Balance is essent^i^l for' a well-rounded and complete educ- 
ational program. ' 

In planning business 'programs consideration must.be given to the 
following: 



The philosophy and Objectives of the lbw+ education agency 



. The philosophy of Business and Office Education withinthe total 
9 educational environment 

. Defensible and attainable Business and Office Education objectives 
against which all educational activitie can be evaluat^ 

The scope of a- siness Education program must be designed to meet 
student and community needs. Programs should be planned with balance 
even though course offerings will vary with. school size. 

An ideal business program will provide for individual differences and 
include maximum learning experiences fqr each student. Program, objectives 
can be achieved only through adequate planning, cooperation, and guidance 
OQ^the part of. administrators, business teachers, and the entire school 
staff. Coordinated efforts are needed to -see that each student pursues a 
program of studies which will permit the attainment of a meaningfuTgoal . 

To assist administrators and teachers in planning and implementing 
effective business programs, suggested career patterns are outlined in 
this section. Add ition£fl patterns may be designed as the need arises. 
It should be noted that each pattern begins with the same introductory 
courses! Introduction to Business and Typewriting 1 and 2. 

Suggestions are also included for adapting these career patterns to 
accommodate the small, medium, and large high school. 

Each school system shouk/.plan the type of balanced business program 
most feasible for the present and projected nature of its school population 
community, staff, and facilities. ■ . , i^^H^'aLiun 

Chart I on the following page depicts the relationship o'f the total' 
business program to business careers. Patterns for various careers in- 
volve the development of competencies common to all careers as well as 
specialized competencies. > 



) 
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Chart I 



Suggested Patterns Business Careers*^ 



Human Relations 



Competencies Common ^ 
Business Careers 



Ec^Boraic Education! 




Specialized Competencies 
for ' ^ 
Business Careers 



Integrated Skills 



n 

I Comp)rl:ation 
Skills 



;:;::;::]. 

I Communication 
! ^ Skills 



■ J 





1 ' — ' 


X 




P^ta Processing, 
Pattern 


> 


Clerical 
Pattern 





Stenographic 
Pattern 



Business / 
Management ]. 
Pattern / 



'J 



^cDcmting 
' Pattern 



?us'i-nIss'L?eeJs'" '''' ^^'^ '"''^''''^ vocationally oriented 



to 



r .FBLA lis an.integfal part, of the tptat business curriculu^ and 
Dshould be emphciS'iMd in each businelss coarse!' ' ■ ' ' a // 

;\ . V • X ^ : - . . ■ ^ / . 

" For eis^. qf )*eferei){ce courses .^pe listed alphabetical W below. 
\ This curriculrum reflects chiwiges needed for' planning update- pro - 
Igrams. To'pr9ViJde.<flexib'i.lit;V,an plaVining student-centered' programs 1 
Ssome courses t^ad•itionally, s;.]E'fucturedUs- year courses afe r^conmended 
as,- two one* semester coursfes. RurthermoKe, since typewriting is 'de- 
signed as four sem6neHr'coursesf!fterS|<yn3T ty^jewndting iss;no longer 
needed ^as a separate cout"s(< The basfis for this change is that th& 
fundaj^entals of typewriting are the same regardless of ultimate usage, 
Alsoi this, provides more options for students ahd promot&s better " 
articulation' betwe«^ •^the junior high and fhe senior high- business 
program.-' ^ ' . ■ • , . ^ , ' 



f 



^ Sta»te Course ' , ' ^ , 

Code Numbe~ ' Course Title 

' ' : V ^ % 

^^633?- ^ Accounting I 

6333 ' AccoiIrttin?Mr ^ 

6412 Business Communications. 

. '65S2 *Business Dynamics )" 

6522 ^Business Economics,. 

,6512 / *Bu^iness Law jl^^ 

^6533 / Business Management ^ 

6311 Business Math6nj^ftics ^ 



6712 , , *Data Entry ^ 

Data Processing I . 

6723 :^ **Data Processing IT 

: 6010. Introduction to Business 

\ 67l0 *Introduction to Data Processing 

6612" • Office Occupations I 

6613 **Offi<:e Occupations II -^Cooperative 

6623* **OffiGe Occupations II - Directed ' 

. 6321 Recordkeeping r 
^ 6212 . , . "\Shorthand I 

6213 Slhorthand II , 

[ 6633 ^ %^mu1ated Office Trai'»ing 

,6111 "BroeWri ting I 

'6112 ^ Typewriting II . ' 

6422 Word Processing 



* One-semester courses 
** Two-hour-block courses 



4 / • \, 



^ . The' Small ftigh School 

• .'*In the small high school, the. business department ^ou Id consist of ' 
one or; two teachers. The business^pr^pgram shoul^' b^ designed. 

• to pfovide a core. of learning experiences in basic economic ^ 
ecHicatibn necessary for intelligent participation 1n our free ' 
enterprise system • - ' , 

7? - "'^ ^ ' ^ • ^ « . ^ \ ' ^ 

• . tb provide the widest poss,ible selection of special izedjearning ' 

^ .^experiences /to prepare students for job entryy . / ' 

• Although the scope an* sequence of course'offerings and rela.ted Turning 

experiences:^,!! the small'^i^h'school must necessarily'^be fewer than 'i/lT' 

larger schcJdYs, the basicfecqnwnic and specialized business tburse j/^^ 
shoulf" i^--- ^- . V . . . , . * _-v^. r ^ 

artd 




usiness tour 

tiirntoe balanced Jind fulfill as nearly as possibM coijimu 
neeas^ of students who ' j ^ 



un 



needs 

X 



have post-high school aspirations in the area of*^ business 



^< . upon graduation are seeking employment in business and office 
occupations, or are preparing for the owner6hip oP operation 
tof an individually owned business. ^ V' 

Suggested Programs .for the Small High School y . 



Two career patterrjis may be designed for the.small high school. 
Upon completion of either, qf the two pattBrns shown below, a student 
should pc|,ssess minifistim ^oficiency for job entry. ^ 



Grade Levels 



Course Titles 




9, 


TO - 




Introduction to Business 




X 


X 


9, 


10 




Typewriting IF ^ 




X 


X 


10, 


■11 




Typewritings or Of fife Occupations" 


I 


X 


X 


10, 


11 




Shorthand I 




X 


i 


n, 




% . 


Shor^thand II 




X 










Simulated' Office Training 




X 





L 



-^no^^Hc^iJ^"^*^"?^ in program desiiri may, be necessary based on the 'educationaT 
Tnt ; P^'^t^^':'!^'^ school. For example, rather than offering the patterns 
JlT^ A L^'^P'^e^io^s page, a sn^all high school may choose to offer 
modif^ied ^siness program such as the. foil owing: ' 

• Gra'^evels , .* / ^ Course Titles . ^ " 

, , / - irLtroductioh to Business . ' 
'-9. 0 .t\ Typewriting* I ' * j 

lO-.ll 77 • /i* ^ A J^P^'^''i*^'^9.II or Office Oecu<)ations .1 

f /Alternate ^(Shorthand I . 

• I • years (Accoutiting I 

« ' * a ; Simulated Oiff ice Training 

An additional opi^j^on in the modi'fi^d progr^ I's to offer one semester 
each of introduction R Business and Business Matfi rather tLTfun yea^ 
of IntVodjuction to Business. , • a lun year 

enable ''"'^^ ^^'^^ school' may not ^necessarily 

enable a student to develop job-entry skrl^U but should serve^as a 
foundation for further, study. 



9 



/ 

..X 



i 



1v 



The Medium-Size High Schoel - ' . . 

i ^ — ^ 

•In the me.dium-size high school, the business department would consist* 
of three to fIVe teachers. The business program, should be designejd ^ ' 



to provide a,xore of learning experiences in basic economic 
educatipn^neces^ary for* intelligent participation in our 
fref enterfxrise system " V . > . 



/ to prjoyide the widest possfble seV^ctren of specialized 
^ learnirt^ expeVienifes ta prepa-re student? for jt)b entry 

to provide av>fork ex^ierience p/og^m. (cooperative or 
directed) '^V^* - ^ V * ^ ^ 

Suggested Programs for the Medi um-Stze High )S"chQdU • 



From, the following 'list of courses, three career' patterns may ^e* 
'desi9ned for the rafedium-size high ^school Upon^compjetioft 'of. any one of 
the three patterns ^hown, a student should pos.'sess minimum prtficienCy 
for job eiptry. ' ,/ > 'V < 



Grade Levels 
9, 10 



9,. TO 



10^ 



10, 11 



10,^ 11 



11 



Course Titles 



Introduction to Business 



Typewriting I 



Business Math 



Shorthand I 



■Accounting I 



^Ice OccupatiAg^^ I 




<?///#/ 



ij / Q> / 



11, 12 



Business Law 



11, 12 



Shorthand II 



12 



12 



Accounting 



Office Occupations LI 



*AccountintLj^I , second seines ter, iha^^npTude internship in lieu of work 
experience included in Office Occupations II 



ttirintts coRiminicairons* business ecpnomtcs. dus mess dynamics, and 
Introduction t»^ta i^rocesslng. For developing maxlnium proficiency. 
S|n courses listed In th^-citireer patterns shown In this section. 

mlUr- ' ■ 

the studont tritil^ does not desire Office Occupations -It (two-hour 
«<rith work expirHence) at grade 12 would enroll In Office 
OccifVMitions I at gftde 11 and in Simulated Office Training at grade 




In the large high school, the business department would consist of 
six or more teachers. Because of- the variety -of course of'ferings and 
related learning experiences feasible in a large high school, and because 
of the greater specialization of job opportunities available where these 
schodls are located, more specialized business programs can be planned to 
meet ^chool educational objectives and student and community needs. ^ - 

Suggested Programs for the Large High Sc^hool 

The school should offer those career patterns which are most applicable 
to school population, community characteristics, and changing demands of the 
business world. 

Suggested career patterns for the large high school are 

Accountfng ' . ^ 

Business Management 
Clerical ^ 
Data Processing* 
^ Stenographic ' : . ' 

Selections may be made from these, and others may be develop^, as 
student interests and community needs dictate. 

Career Patterns for Business and Office Occupations 

Preparation of qualified workers for business and office occupations 
demands a planned pattern of education as depicted in" Chart Tl shown on 
the following page. . 

The alphabetical listing of course titles s>iown previously comprises 
the total course offerings for Business and Office Education i.n 
North ^ Carolina. Guidelines for each of these courses are included'in 
Section X of this .publication. • ' 

^-^From this bank of courses, selections may be made to develop * 
/pprdpriate career patterns. Five suggested career patterns ape ^shown 
on tjhe following pages. 

■ ■ ' ■ ■ V 



BUSINESS AND OFFICE OCCUPATIONS PROGRAMS 
• provide ' 
Education for the World .of ' Work 

not ■ « 

"How to Run a Machine" 



Career Objectlvi 



Business 




-\ - . 



and 



Office ^ Occupations Programs /T Employment 




TOGETHER =■ A Planned Pattern of Education 
SEPARATELY - A Fragmented Effort 



Entry-Level 





MUUUUni im UMKttK KM I itKn 

Introduction , The Accounting Career Pattern is designed to 
provide students with knowledge and skills necessary for employment 
in accounting and related occupations. 



Suggested Courses and Sequence 

^ Preferred 
Grade Level . Course ^ Sequenc^ 



9, 10 


Introduction to Business 




9, 10 


Typewriting I 


* 


10 


Business Math 




10, 11 


Accounting I ^ 


* 


10, 11 


Introduction to Data Processina 




11, 12 

f 


Business Dynamics 




n 


Business Management (first siemester) 




11, 12 


Business Law 


* 


11, 12 


Business Economics 


** 


12 


Accounting II 




12 


Office Occupations II - Cooperative 








; 



Must be completed for minimum proficiency 

Should be taken for maximum proficiency in addition to 

those required for^minimum proficiency^ 

Suggested as enrichment opportunities / 



BUSINESS MANAGEMENT CAREER PAHERN 



Introduction . The BMsiness Management Career Pattern Is designed 
for students whose career objectives are di rected towani* the possibility 
of: I 

. OMning ^ directing a small business. 
. Taking a place in a smallHSuslness already established. . 
. Working in a large business in a non-technHal or pre-manageri al 
capacity. 



Grade Level 
9. 10 
9. 10 
10 

11, 12 
iT, 12 

Jl. 12 

n4i2 
11. 15 

1U.12 
12 
12 



Suqqesteld Courses and Sequence 
Course 

Introduction to Business 
Typewriting I - > 

Busings Mathematics I , 
Business Law 

Business Dynamics _ . V 

Business. Economics 

Introduction vb Data Processing • 

Business Cointiuni cations 
or 

Word Processing ' 

Accounting I 

Accounting II 

Business Management 

Office Occupations II - Cooperative' 



Preferred 
Sequence 



** 



*** 



** 



* ^ Must be completed for minimum proficiency 
** - Should be taken ^ for maximum proficiency in addition to those 

required for minimum proficiency 
*** Suggested as enrichment opportunities 



27 



CLERICAL CAREER PATTERN 



- ■ ■ Introj^tiiyi. The Clerical Cairfeer Pattern Is deistSned for students 
, desiring dCfiCe jobs' that do not require shorthand sMUs. The increasing 
. demand for qualified clerical office employees provides extensive oppor- 
turvi ties for hi ghv-schbol graduates. . -* - 

Office posit,i>ns of a clerical nature may incliide: typist, clerk- typi 
.receptionist, file clerk, general office cTerk, malP cl.6rk, and others. 

Suggested Courses and Sequence 



Grade Level 


Course 


Sequence 


9, 10 - 


Introduction to Business^ 




9, 10 


s 

Typewriting" 1/ / 


* 


10 


Business Mathematics ' ■ - - 




10 


Introduction to Data Processing 


** 


10, 11 
10, 11 


Recordkeeping t 

or , ^ 
Accounting I ^ 


** 

4cic 


11 • 


Typewriting II 


** 


11 

• 


Office Occupations I ' 


11 , 12 


Business Communications 
or 

Word Processing. a 


** 
** 

* 


11, 12 


Business Law ' ^ 


** 


11, 12 


Business Dynamics 


** 


11,. 12 


Business Economi/:s 


** 


12 


.Office Occupations y - Cooperative 





* - Must be completed for minimum proficiency^ 
** - Should be taken for maximum proficiency in addition to those 
required for minimum proficiency 
- Suggested as enrichment opportunities 



A 



... ^ . .... .. ,.. 

DATA PROCESSING CAREER PATTEf^N 

Introduction - The Data Processing C^ireer ^Pattern provideis a . ' ./^ 
frameMork of suggested studies designed to prepare students for entry- ' 
level positions in automated data processing and related occupations i \ " 
as described' if» the Third Edition of the Dictionary of Occupationtl TUT^i' 

\ .' ■ - . ' ■ 

, Suggested Courses and Sequence 

Pr^feVred 

.firade Level Course Sequence 

9« 10 Introdfiction to Business ^ * 



9, 10 • Typewriting.! * * 

9, 10 V Business -Math . * ' 

'11 Accounting I (first semester) * * 

Data Processing I '. , * 

n> 12 Business Law ' 

' ■ 

11> 12 Business Economics **★' 

11 > 12 Business Coninuhi cat ions 

Word Processing ' *★ 

J ■ ^ ■ ; ' . 

^ Data Processing II 2 hour block ^ 
(for those students interested in & 
capable of programming) 

, or ^ 

Office Occupations II - Cooperative or 
Directed (for those students de^siring to 
be- equipment operators) 



* - Must be completed for minimum proficiency ^ 
- Should be taken for maxTtnum proficiency in addition to 
those required for minimum proficiency 
*** - Suggested as enr^lchment opportunities 



STE^GRAPHIC CAREER PATTERN ' 

■ • ' )■ , ' ■ ■ " 

Introduction . The StehOjjrapMc Career Pattern is dj^Sisned for 
students with a career objectiVje; in the area of stehogrjphic^ secretarial,- 
-and related occupations.- The suggested pattern is sufficiently flexible 
to permit adaptation, of the program at local levels according to 
cowHinity needs and 'student interests.. /■ ■ v - 



GrSaeT^el 
' '9, TO 
9, 10^ 

10 

10 

10. 11 
10, 'll 
10, 11 

10, 11 
11 . 

I. 1. 12 

II, 12 

11, 12 
11, 12 
11,' 12 
12 



Suggested Courses and Sequence 

Course - 
Introdwction to Business 
Typewriting I . 

Bus i ness Mathemati cs\( f i rst semester)' 
Introduction td Data Processing- 
Typey^riting II 
S+iorthand I ^ 
Recordkeeping 

or 

Accounting I - 
Off ice' Occupations I. 



Preferred 
Sequence 



-k-k 



Business Communicaitions 
or 

Word Processing 
Shorthand II 



-k-k 



Business^Uw 
Business Dynamics 
Business Economics 

Office Occupations U - Cooperative or 
Directed * : 



kk 
kk 
kk 
k 



k . 



Must be completed for minimum proficiency 

Should be taken for maximum prof,iciency in addition to 

those required for minimum proficiency 
Suggested as enrichment opportunities 

O A 

^ J:- 



Part 2, Tfce Ro-f e o^Ahz Admnt6Viatdk In GuUdance. 



i The following suggest i^ms are mads foir aJninistrators regarding 
the relationshipt df guidani? services to the Ibusiness program: 

. Administr%itors should work with business^^-teachers in planning 
■) the business schedule 

LI subjects'should be taught by teachei^T competent fJ^the area 
^of yiostruction. y 

Jntroduction to bisiness and beginning typewriting shouldXbe open 
to all interested students. ' - 



y 



When •enrolling- students in shorthand, administrators shoulch 
, keep in mind thata good background in English, spelling,, and 
■ vocabulary is reqlnred for stenographic occupations.^ 

. Students enrolling in shorthand shoul/l have successful Ty com- 
pleted beginning typewriting. . V / :^ 

. Shorthand students should have access to typewriters for trans^ 
'cription purposes. ' ' ' . 

. Administria<fors, guidance counselor's, business teachers, and 
students should Wnfer •^egarding/enrollment of students iin 
advanced business courses. ' 

. Duplicating, recordkeeping, and typewriting assignments, in 
connection with the operation of the-school should be scheduled 
as learning activities for students, ' Such work should, nof be - 
> required as a school serviqe beyond the learning stage. 

. Administrators, guidarv(e cou#iselors^usiness teachers, students, 
parents, and prospective employers should confer regarding job 
placement ^nd follow-up of graduates. 

. . Alternatives and options should be available in the business 
program in line with-student and community needs. 

'Additional suggestions regarding guidance services are included in 
Section VI of this guide. 



n ■ - 



/ Part 3-. The Btuinu^ Tmzhvi ' 

(' ' ' . ■ 

^ Thfe proffessional business teacher should: V : \ 

Create and maintain ^a good teaching/learning environment - , 

Establish rapport with co-workers, students, and community ' 

. Fxilfm expectations o^f, self , local supervisors, and State 
st^f -. ^ ' - . . . - 

. Contihu^ educational growth tbrougjj formal graduate programs; 
self-evaluation and improvement metjiods; professionals reading^ 
and Internship opportunities which may provide r$dl work 
experience ^ '\ . 

• Become actively involved in professional on^anizations » 

. Be informed about the policies and activities of the local 
government 

.. . r ■ 

Local education agency (LEA) administrators can promote professional 
Ism among business teachers by: ^ 

• Crg^ting a climate for innovat^jns^ 

• Promoting open channels of cdmmunication 

. Providing opportunities for teacher input* in planming programs 
, and facilities and in purchasing; equipment and instructional 
materials ^ > 

; ^ . •■ : ■• 

. Allocating .an adequate departmental budget 

. Encouraging teachers to grow professionally afid personally by 
providing relevant staff development activities 

. Providing incentive, through the local salary scale, for teachers 
to pursue additional formal education for advanced ratings and/or 
degrees 

. Providing each teacher with at least one planning period a day 

. ■ Providing release time for teachers to atCend professional meet- 
ings 

. /Providing release time for teachers to attend district, state, . 
and regional youth organization activities 

Additional suggestions regarding the business teac^r are incJtided 
Section VII of this guide. • 



J Part 4. Soiith Otig^anixOi^ioitL- FBIA 

. , ■ ■■ "vj 

" A>1 business. stufent?s should be encoupage^HoJbecon^^ 
Of a yijiuth Organiza'tion related to their career choTi 

Future Business Leaders of America (FBLA), a national lorganizationi J 
is recognized by the North Cafrbliha Board of Education as *e offitial 
youth arganization for business student:?. The Board emphasizes that FBLA 
activities should be an integral part of the total business! program. The 
State Department of Public Instruction encburages local adrimnistrators to 
allot time during^the sphool day for youth organization ac|ivities. 

Membership in FBLA reinforces-^lassroom activif4es.> deepens career 
interesj^, and Broadens career goals. Participation in dnapter activities 
enabps^members to develop poise', decision -making powers, responsible 
*WfTiudes, ability tQ speak before groups, and other qualities of leader- 
ship/Participation in social activiities at local, stat|/ and national 
/ievel| 'provide^ opportunities' for student members to expefience sociaT 
growttJ." Details concerning tiorth Carolina FBLA maybe fo/ind in Section IX 
of this, guide. - \ 

Part 5. Facyititiu, Eqvuj^nt, and MatzfUati 

■ . \ 
The entire education program should be considered in IjDc^iting the 
ibusiriess department within the school plant. Rooms for business instruc- • 
tion srtouT'd be located near each other. Since equipment such as typewriters 
and dtner business machines will produce noi)e, an effort'must be made to . 
avoid^oustical problems which may conflict , with other activitnes. 

.The nun^er of classrooms needed will depend on school enrollment* the 
variety iPf career patterns in the business program, arid business sturfent 
en^llment. ~J ^ 

. The instructional program in Business and Office Education -requires a 
wide variety of office equipment, including electric typewriters, electronic 
calculators, reprogra^h.ic equipment, data processing, equipment ,^ and auto- ' 
matic (power.) typewriters. Labor market trends and research studies indicate 
that competencies required in business and office careers demand proficiency 
r on such equipment. ' 

" • - 

. Sinee the typewriter is the basic tool of the office jsicir^ker, it is 
unrealistic for schools to limi£" typewriting instruction tothe manual . 
machine. 4n^syj||^rt of this premise, Erickson says,- 

Bfecaus^of the h^gH^ frequency of use'* of electric typewriters 
in the business office, all typewriting studentsimust-iiave 
opportunities to learn to use the electrifc typew*ter, ' 



Dr. Lawrence W. Erickson, Basic Components of Office Work--An 
Analysis o f 300 Office Jobs . Sotfih -Western Monograph No. 123, 1971 , p. 23 



^3 



While modern office equipment is costly, if business educatiph 
is to meet its. objectives, schools must accept responsibiliiy for 
providing realistic learning experiences. - 

Thevjnstrucjtional program in -business should be individualized ' - 
for each student, thereby requiring a wide variety of instructional- 
materials and consumable supplies., Therefore, an adequate suia,of • \ 
money should be' allotted tq the business department annua H.ly to meet ' 
these costs.- Students enrolled in business courses should fflJl be ^ 
required to pay fees for the purchase of instruction^il materials > 
and supplies. " - 

. ' ■ . 

For detailed information regarding faciTi^es, equipment, and 
•mat,erials, please Kefer to Section VIII of this guideJwhich lists 
recommendations by the Sfate Department of Public Ins«"uction. 

■■■ ^ ■ ( ; - 

Part 6. lM4.t/iua*>tom£l App^oachfcA oM TechnlqaW 

The scope of instruction in^ business education: is expanding' t6 ) 
meet new challenges and to\keep .pace with the radical and swift changes • 
in thfe business environmerttV Greater emphasis is being placed on 
teaching conceptual skills as well as manipulative sicills. Such skills 
include fact gathering, interpretation, problem solving, and decision . 
making. 6reate^ emphasis must also be placed 6p management ability if 
students are tQ meet recjuir^Wents for job advancement. ; - 

The teaclnng approaches to help students develop their ijiaximum . / 
talents. and f|<il Is must be planned. They should include a search for 
instructional alternatfves as'a'way to improve the instructional ^process. 

■ - c 

, ■ There are several ma jpr teaching strategics used in the learrrbng 
process of Business Education. 'These strategies may ■be^jdeve-loped'r- 
through a variety of instructional approaches and teaeftting Activities. 

; Individual Instruction Approach ^ \ • ' 

Each studqfit is. treated a^an individual as tA his/ter 'interests, 
skills, and abjlit>ies. ,.Wilh- the teacher's guidan*, studgjts select • 
projects and activit^s in whidh they have an interest artT their skills 
are developed to meet the objectives of the selected project or activity.* 

^ ^^epetitive. Practice Technique- -Drills or exercises' are completed 
untir the skill or unit is learned. 

Job Ir^struction Sheet Technique— Detailed ^teps and instriLtions 
are (napped out for the student to follow in completing a unit^'of work. 

Individually Prescribed Instruction (IPI)Tjchnique— Students are 
permitted.'to progress at a rate commensurate with their abilities and 
ambitions, learning by various processes which suit their needs and 
preferences. 

i' Learning Activity Package (LAP) Technique— lT<structi(8ns . steps,. and 
pictures are presented in systematic order to explain in detail a concept 
or skill to be learned without the teaicher's direct assistance. 



. „ , ■ - ■','( * ' ■ • . ' •34. 



Homework Technique— Extra work, drillg', nrKov«>rr<cac a>^a t» Kf> 
done coutside of class, to reinforce a learning activity. . 

/ Programmed Inslrifttion TechniqueT '-A concsept is presented to the 
student; he/she attempts to ctfoosr a/ correct answer to a question con- 
cerning that concept;; the student ^theh-gets immediate reward for a 
correct Answer or explanation for ^incorrect answer. 

• ■ . V 

Discovery Appcoacli * ^ 

■ E^ch student ^elect/ his/her dwh problem or topic for researching , 
and reporting. .'The problem or topi^: might JnvoTVe the effect of labor 
relations "on~^he job by rrecent^ government regulatory actions; the 
possible Effect of a current judicial decision on the ligal rioiit in- 
volving lemdlord/.tenant relations; a j dp study analyzing the tasks of 
a legal secretary; conducting or partiilpating in 'surveys; debating 
an ecological issue; etd» - ( w " 

■ ■ ' .. ■ ■ ^ - . ■ " ■ ^ 

Research T echnique— Each studlent seficts hiis/h^ own problem about 
whij|h to- gather infdimation and report i ^ 

Job StudiesWechniVufe- -$tudvina and' -anal v7-ing a given job and 
arriving at a .conclusion. 

* • 

Surveys Technique— Conducting and compiling facts or figures to 
arrive ^t art answer or conclusion. ^ r 

S J 



Group Approach 



A number of students, select ^ grg*. project in which eath member, of 
the grpup will organize,- plan, and produce ideas and' work in the compffe- 
tiori OJ .one major study or project., ' 

. ' ,, ,. ■ ■ " .', 
. • Large- or Small- Group Technique '-ControtTinQ the Size ^bf the 
group to one Which will be more efficient in completing a task. 



• Committee Participation Technique— Form\nq coirmittees- which 
deal with specific problems or areas. X. / - 

Battery Technique — Presenting ideas to the /lasses a whole 
and then allowing students to work individtially ofhrestering 
^^,,the concepts presented. . *. 

• Role-Pi avy<q Technique— Hypothetical but representative circum- 
stancei involving- interpersonal relationships ar6 established, 
and participants take" roles in which thpy act and react spon- 

41 . taneously. It t^a method- "of hutnan interaction that involves- * 
r^listic behavior in an itfiaginary sj.tuation. - ' 

= • , Discigsion>Technique- ^-The te^icher and student V-esent concept^'' 
' and discuss the pros and cons of a particular tO|fic.~? This ^ich-. 
nique m4y be used in all ilistryctional areas. - ^ 

: ■ ■ ■ : - . . ' 

. ■ . . ■ ■ ' ' . ■ ^ ■. • 

I Unit Approach i" ^ 

'Classes involved in a unit approach seek answers to data concerning ' 
oniB particular area of thought a(d work and thery relate this information 
to broader topics in the/cotfl-se. 

/ ■ . ' ' ' ■ ' ■ ' 

^ • Module Technique— A specialized unit of instruction base'd on i ' 
time constraints, i .e. , minute(s) , hour(s), day(s). ' 

• • Case Studies Teehnique — The student researches, organi/es, inter-. 

prets,, and becomes skillful in decision making. The .use of 
various games and exercises provides the potential secretary with 
experiences tfiat ar^e related to the actual work- in the business 
. field,. M • 

• Rotation Plan Technique— Students rotate from one project^ to 
another. For instance ^whep a limited number of adding machines 
are available, some stddents may -be doing typing assigrfrfi6»ts 

as the others u^e .the^ machines. When the work at the adding 
- machines is Gompletedf,"~^oth gr6u|t)s will exchange places^*? 

Systems AppVoach . , , ^ 

.» * 

Classes usioft'a systems approacjh ^jse a group of devices in which one 
specific field of work is traced through each facet of its relation to the 
whole picture." , ' 

• Project or Practice Set Techniques --One phase of work in 



Bookkeeping, Record Keeping, or other business subjects J's 
. ^ studied and completed from its origin to the termination of 
the transaction or activity. For example, a Written check 
. would be studied and traced from its cneation to its return 
by the bank. ^ ^ / 

' - Field Trip Technique — A way of learning in whiclr sUldents 
. go to the actual place where they see the reality of the 
concepts they have been studying. 

* Mul timedi a Approach 

A system in which a number of devices are utilized for instruction 
rjsuch as films, tapes, pacing devices, visuals, programmed instruction, 
records, etc. 

The techniques used in this approach encompass as many methods and 
devices as are available and appropriate in achieving desired learning 
or changes in behavior or attitude. The fol lowing , are among the tech- 
niques available: 

Demonstration 

Mul ti -Channel Laboratory Playback Equipment 
Films and Filmstrips j 
Ovierhead Projection- Transparencies 
Videotape Presentations^ 
Audio-tutorial Slide-Tape Presentations 
Dictation-Transcription Equipment 
Record- Players * y 

Skill-Builder Controfled Reader 
Tape Recorders 
\ ^ Chalkboard 
SI ides ( 

Lectures * • 

Field Trips 

Exhibits 



CoCurricular Approach/F uture Business Leaders of America 

A s\udent organization made up of students taking business subjects 
and interested in business as a career, 'it endeavors to develop leader- 
ship abil/ity in the students, student confidence, and an awareness in 
com»unity service, ahd helps them become better citizens. 

Techniques the youth organization employs to teach and facilitate 
learning are: ^ 
Leadership Training 
Committee Activities 
Community/ School Relations 
Competitive Events 

(See Section IX of this guide and the FBLA State Har>dbook.) 
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L€iboratory Approach ' - * 

An intense environment that duplicates an actual busine^ establishment. 
It is an appl ication of previously learned knowledges and skills to an*' actual 
Qffice environment rather than initial development for the first time. 

• Training Station > On-the-Job Training, or Cooperative Office 

. Occupations ^COO) Technique -"Teaching correlated with instruction^ 
oh the job. A training station, often defined as a downtown lab, 
provides an opportunity for the student to>practice on the job 
what he/s^e has l earned at school • • 

.■ » ■■■'<-. 

*• Simul at ion Technique- -Invol vement In the ongoing, daily operation 
of a fictionalized company. The fafiliti^s are like those seen 
in a real office. Simulation emphj|iTze$ group learning in which 
the primary relationships are between the several people in the 
group and wherein .t Key learn to work together. A model office 
in Office Occupations II offer an' ideal way of utilizing 
simulation. 

• Project or Practice Set Techniques -Integrated tasks' in which the 
entire working of a company is put together through representative 

]^ jobs from each depaf^ment of the com|iany. . ^ 

. Problem-Solving Technique --A deductive method of reasoning to arrive 
at a solution to a given problem... A particular s6t of happenings 
in an office is presented to students. They analyze each phase of 
the situation and come to a conclusion as to the best solution to 
the situatioji. 
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Part 7. LvatiuLtton 

/An e^ssential component of any business program is a built-in 

evaluation system. Planned, evaluation and re-evaluation must occur 

in ord^r to update -and improve instruction. The evaluation should 

be well^planned'aild aditiinistered cooperatively by business teachers, 

guidance counselors, stuHents, business representatives, and ^ 
'administrators. . * 

• '• As a basis /or evaluation, all, business teachers in a" local 

, -education agencfy should 'prepare and follow course syllabi applicable 
te their respective- schools. In preparing local syllabi, teachers 
sKould refer to the State business education curriculum guidelines^ 
*»"'Ch include suggestioi^s to assist local education agencies in • 
I' ^ pHnnjng business programs to meet local neecfs-t 

It is suggested that program evaluation determine to what extent 
, the busineS'S depaVtment . ' 

• v- - * • 

« • ^las a philosophy and a set of objectives in line with the - 

- >. school's overall philosophy and objectives and the local * 

plan for occupational education 
■ ■ W 

. develops vocational competency and economic^ iteracy ^ . 

. meets- the needs of college and non college-bound students 

. has qualified personnel'accountable for their knowledge^of . 
subject matter, instructional approat:heS', and educational 
psychology • . : ' ,' 

. has staff members who are^concerned with help^ing students 
. overc^ome learning d-ifficulties 



sel^c.tTs and uses effective Instr'^uctionaX matierials and var 
instructional approaches • 




creates of>portunit1es to wor'k ctosely with administrators," 
guidance counselors, and business representatives in planning, 
implementing, and evaluating instruction in line with student 
needs and labor market demands • ■> 

utilizes available community resources to enrich instruction . ) 

' ■ ' ■ / - 



References include Education for business. Revised, State Coursi of 
Study and Occupational Educa.tlonl^roqram of Studies" — 



ERIC 
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ERIC 



shares responsibility of guiding students through cooperatton 
with school guidance services* 

promotes good public relations 

organizes and promotes youth organization activities (FBLA) 
as an integral part of instruction in each business course 

acquires and uses up-to-date equipment, as justified by business 
survej^ results ^^ 

maintains an organized file of student information to more effect- 
ively diagnose needs, evaluate progress, and use follow-ub infor- 
mation 

mainta;Uia definite pol icy and plan for purchase^ replacement,' * 
and )tfpkeep\f equipment \ j . 

-disc'i^)l ine planning and instruction 




rofessipnal organizations 



For r/imbursed Bus^'ness and Office Education ^qgrams, reference is^ 
made to specific re'sponsibil itifes. for program evalyatron by a local edu- 
cation agency as outlined in the North Carol ina State Plan^for Occupational 
Education : ^' 1 ' — ^ 



■ V . 

Each local education agency providing occupational education- 4 
programs, servtces, or^activitie.s shall annually review each 
objective set forth in the approved local plan. 

The evaluatioils will be conducted to determine progress t(3»ard ' 
the achievement of 1 long-range goals as a basis for making 
de(^isions for -subsequent annual plans. 

Evaluat|on methods which Aay-be used at the local level include: 

1. self-study of status and achievement of objectives in local plan; 

2. follow-up studies, of graduates; 

3. advisory committee reviews; 

" ' . > 

4. employer interviews and reactions to programs; 

5. administration of performance tests to exiting students; 



^ 6. evaluations by accrediting agencies; 

.7. submission of evaluation findings to the State Board staff 



State Board of Education', North Carolina State Plan for Qcj:upat ional 
Education, FY 1976, State Depar tment of Education. Raleigh, pi -33. ' 



A A 
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\ Part 8. yoccLtxonaUy.ReAmbunll^ ?Ko^g^uxsiu> ^ 



. "Since the passage of the^Vocational Edu«rtion Act of 1963 and- 
subsequent amendments (1968; 1972), Business and Office EducatiorT has 
become an integral paK of the "vocational" family. It is now pctesi- 
ble for secondary schools to obtain vocational finding 'for initiating 
and improving, the vocational aspect of their Business Education ph)- 
grams. As with any vocational (federally reimbursed) program, LEAs 
must meet certain requimemen ts and adhere tp policies established by- 
the ^ivision of Occupational Education of the North Carolina State 
Department of Public Instruction. These .requirements and policies 
a^e outlined in detail in the Occupati.onal Education Program -of 
Studi es andnhe Fiscal /St ati sti cal^^Gu ide . 

This section"! °" reimbursed programs ih Business Education is 
designed to answer the most often asked questions concerning planning, . 
implementing, and funding the vocational aspect of a business program.' 
Program" as used in this section does not refer ta the entire, Business 
Education program or curriculum, but ra'ther to the vocationally reim- 
ftursed business program(s)». ' 

Any of the. fo'^llowing courses in ^the business curriculum qualifies 

for vocational reimbursement. , ^ 

. •» 

6333 Accounting II 6712 Data Entry 

6333 Business Management 6213 Shorthand II 

c??? "^^^^ Processing I" 6633 Simulated Office 

6723 Data Processing II Training 

6612 Office Occupations I 

• 6613 Office Occupations II - Cooperative 

6623 Office Occupations II - Directed |/ * 

Any vocationally certified instructor. teaching one of the above 
courses for no less .than one pprind a will be eligible for voca- 
tional reimbursement. In add i, m for reimbursement^urjipses , all 
other courses taught by that ins u tor must be one of th'ose found 
on th^ Business and OfficeJEducat ion Scope and Sequence Chart. 6633 or 
6613/6623 must be offered in order for 6612 to be eTigible for voca- 
tional reimbursement; 6723 must be offered in order for 6722 to be 
reimbursed. 

The following steps should be followed in initiating such 
programs : , 

1. LEA administrators (superintendents, principals, local 
directors/planners, supervasors) should work with the 
total business teaching staff and the guidance staff in 
developing a positive working philosophy in their 
respective schools. , \ / 

I. The LEA should appoin' a committee Composed of interested 
employers, parents, and educators^ to perform the following 
activities: 

V . conduct surveys of student and parent interests 
. conduct community and job dijportunity surveys 
. identify a permanent' advisory committee 
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The LEA must include prajected reimbursed business programs (as 

a component of the^tota) business program) in the local occupational 

education plan, whichVs submitted to the Sta,te agency for approval 

Tbe- LE A should obtain information from the Occupational Education 
DivisihQj State Department of Public Instruction, concerning \ 
teacher (fljal ifications and certification requirements, recommenced 
curricula, equipment 1 ists , and other requirements for reimbursed 
programs . ' ' 

f . ■ . 

Business teacher coordinators should select suitable work stations . 
for students in' work experience programs, using advice and assis- 
tance -of their advisory committees. 

Business teachers and guidance personnel should publ'iciie the pro- 
grams to potential student enrol lees and to .the local community. 

Business teachers and guidance counselors should select students 
for work experience programs through individual interviews with 
students and parents. 



Part 9. kdviJSonii Committee 

/ . ' 

The Business and Office Education* Advisory Gommittee* should serve 
as an integral part of the total business departmen^^ -An advisory 
comnittee represents the business community. It provides up-to-date 
information about business^ practices for work experience programs and 
gives suggestions forr upgrading and improving the -total business 
curriculum. 

Suggested furfctions of an advisory committee^ are to assist with 
the following: . ' ^ : ■ . , ^ 

. Community surveys 

. l^esearch studies 

. General training policies 

. Qpurse outlines based on business needs 

.' Qualifications of teachers 

. Placement of students ^ ' 

. Evaluation of programs - 

. Development cff a good public relations program ' '\ 
. Legislation 

Facilities and equipment 

r- 

Financial support ' 
' . Cooperative training plans 

. Wage scales for various occupations 
. Youth organization activities 

Local 'administrators should appoint persons to serve on advisory 
committees. This committee may have from five to eight members, repre- 
senting the school, parents, and business. At least two business teache 
one of them a reimbursed^ teacher and the other a non-reimbursed teacher, 
should woH< with the advisory committee chairman in planning worthwhile 
meetings_ynd projects. It is important that the committee chairman be a 
dynamic person who can promote aa active committee. 



V 



' SECTION vr 

GUIDANCE IN THE , SECONDARY SCHOOLS 
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GUIDANCE IN THE SECONDARY SCHOOLS >' 

The function of guidance in all secondary school programs of srtudies 
is to assist students to understand themselves better and to use this 
understanding in the choices and adjustments they must make novfeand in ' 
the future. To fulfill thts- function, the secondary school orgafffzes its 
guidance program around a series of services. ' The^e services ^re: 

Student Appraisg^l ^ There should be a continuous recording of data 
on each student in the school. Techniques of obtaining data^might include 
the use of anecdotal reports, rating scales., self-appraisal instruments^ 
autobiographies, socio-metric devices, and st^indardized tests. Most 
schools have found that organizing these data in the form of the cumulative 
record is hel pful . ^ 

Counseling . Counseling should be the major means through which guidanc'e 
is /accompli shed. It is a personal rel ationship developed through inter- 
views by which students are enabled to see themselves as individuals with 
special abilities and limitations emd to relate this knowledge to the 
changinfg world in which they live. N " 

Plag^ment . This service includes helping students determine subse- 
quent stfeps in th^ir careers and is based on a program of student appraisal 
and counseling. It involves placement withlrTthe high school curriculum*, 
for advanced study, and job placement. ^ 

Information Service . This service should make available to students 
up-to-date in^formatJion concerning job opportunities and opportunities for 
further* study through books, files, pamphlets, .directories, aWtl related 
materials . , . ' ^ 

Follow-up . A follow-up study should include graduates and dropouts. 
The information gained should reveal the adequacy of the school program 
in meeting the educational needs of students. .1 

^ J, 

Contributions of Business Teachers , ^ ^ 

An effective guidance service should be organized and directed by an 

individual with special guidance knowledges, understandings, and skills; 

and by one who enlists the cooperation pf^all staffnjiembers. Guidance is 

not the sole responsibility of any single staff member . 

« 

Business teachers, by nature of their professional background and 
experience, have a unique contribution to make to an effective guidance 
program. They should take the initiative to hold several meetings with 
the guidance personnel each year, at which time all business teachers 

■ - / ■ ". ■ ^ ■ 
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should be present to discuss cooperative efforts between the guidance 
service and the business department. Following are specific ways in which 
the business teacher may contribute to th« guidance -prxigram: " 

Student Appraisa^V. The f'loseness of business teachers to students 
provides, a unique opportunity for teachers to assist in studer^t appraisa'l 
Some specific ways in which they carl contribute are to: J ■ . 

. Make the counselor aware of the knowledges, skills and abilities 

needed by students to perform satisfactorily in business occupa- " 
tions 

- ■ » 

. Discover strengths and weaknesses of students enrolled in business 
courses ahd make such information available thro.ugh guidance , ^ 

services " ' , 

. Contribute to an accurate and complete file of student pecsftnal ' 
qualifications, skill competencies, grades, and other anecdotal 
information as would enhance the guidance service / 

. Prepare a report of student work experience for cumulati^ records 

. Encourageladministering of appropriate tests a^^a basis for counseling 
students more effectively ' " , ' 

; 

. Provide a record x)f proficiency certificates earned by each student 

Counsel inq. Since counseling is a major component of the .ance- 
service, the business teacher has responsibilities for contributing to ' ' ■ 
this function. Some of these responsibilities are. to: 

. Provide individual counseling to the extent pos ibi. .\make ^ 
referrals when necessary V 

. Assist students in selecting sp&cific courses in line w(ith>heir 
interests, aptitudes, and needs in order to obtain optirhoir^ "i 
benefits ' 

. Help students relate specific skills to various -job requirements 

habits ^^^^^^^^^ ^" the development of desirabl^^persdnal traits and 

. Help students understand the! changes ip the business environment 

. Help students realize that earrfing a living is a challenge and that 
adjustments are a >i fe- long, process • . 

. Help each student develop self-confidence and self-esteem 

Placement. Business teachers can contribute to student placement fin 
courses or on jobs in or out of school) in the following ways: 



\ - 



Assist students in course selection in line with interests, , ^ 
aptitudes, and needs 

5q 



— — WWII s^^s^ ^ ui ivi ^\^ti\J\J I o III will v#w UUUCII 

may continue their education 




Assist students in developing competency in applying jfiiK a job and 
acquaint, them with personal characteristics and adjustments Necessary 
for jo^retention and advancement ^ . ' 

Establish and/or work with a school placement bureau 
Cooperate with local employment agencies * 



• Use results of community surveys to detenrtine job opportunities 
for student placement 

Work with guidance counselors and prospective employers in placing 
,s^udents in cooperative work programs and in summer positions 

♦ ' - .. 

• . Information Service . Specific ways in which business teaphers can 
'.assist in providing job entry' and advanced study information /'to students 
are to: y , , Y 

/ Establish an information file in the business department 

. Make use of community resources through field trips, speakers, and 

liicj^' ials 

• Tnform sttidep' ' ^h' olarships and student aid programs 

. C , -te with iiieaid and guidance personhe^ in the selection and use ^ 
ot resource materials 

. Assist in organizing and conducting community surveys ^ 

< Interpret and promote .the business program to the total school and • 
community 

. Serve as resource persons to provide counselors, teachers, and students 
with information about the scope and sequencd'^oi^^^ business program 

Follow-up . Business tiachers, guidance counselors. Vocal director/planners, 
and advisory committee members should worJt together in making follow-up 
studies of business students to d@termin^e kudent adjustment and progress in 
chosen pursuits and to deterrfline appropriateness of choitesi The information 
gained from such a study should be useful in evaluating the adequacy of 
the business program. Business teachers can contribute to follow-up studies 
tn th& following ways: 

Assist in compiling, tabulating, editing, and duplicating results 
of follow-up studies of business graduates and dropouts 

. Maintain a file of follow-up study results ) 

> 

. Use follow-up survey data as basis for instructional planning to 
stress the importance of acquiring skill competencies and knowledge 
^ and developing desirable personal traits 

. Upon request, assist former students in securing jobs or in planning 
for further education 
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. Coop4*^ate with post-secondary institutions in providing vocational^ 
an'd technical programs for adults in an effort to. improve the 
educational <3eve1-^of community ^ , 

^ Suggestions for Counselors . ' ; 

With the assistance of business teachers, counselors should become - 
familiar with the objectives of the^TSusiness program, the various courses 
offered, and the abilities and skills required in each course/ The fol- 
lowing suggestions- relate to certain areas of study wi't(iin the business • 
program: ^. ) 

( • • 

Introduction to business provide^ information on consumer education 
and the ^i^ee enterprise system needed by stud^ts 

' ' ' f ■ . ( . ' ' . ^ 

Beginning typewriting should be available to a-Tl students 

. Nbtetaking, a one^semester course, should be taken for the purpose 
of learnin^g to take notes, not for developing skill in the taking 
of verbat>in dictation ^ ^ - ^ ^ i tr 

. Business math shofuld be a prerequisite for accounting andr rl^cortl- 
keeping ' ' ? 

. Students interested iri occupations in the accounting cluster should 
be assisted in their selection of either recordkeejping or accounting 
based on their mathematical ability ^ 

. Because of the complexity of transcription skills, students interested 
in, occupations in the stenographic cluster should be screened carefully 

. Student enrallrrfent in advanced courses should be based^'on student 

interest, career objective, and past performance. Information gainedk; 
from courses such as business dynamics, business law, business eco- 
nomics, business management, business communications, and introductioii 
to data processing may be beneficial to all students. ' " 

Suggestions for Administrators 

The following suggestions are made for administrators regarding the 
relationship of guidance services to the business program: > ^ 

. Adijiinistrators should work with business teachers in planning the 
business schedule ' 

. All subjects should be taught by teachers competent in the area of 
instruttion \' 7 

s. Introduction to business alrid begimiing typewriting should be open to 
al 1 , interested students / 

Whfen enrol ring students in shorthand, administrators should keep in 
miVid that a good background in English, spelling, and vocabulary - 
is\r;equired for stenographic occupations 



students enrolling in -shot-thand should , have) successful ly completed 
beginning typewi*iting \' .* , J 

t . \ ' 

Administrators, guidance counselbrs, business teachers, and students 
should con^r regarding enrollment of students in advanced business 
.courses * ^ , . 

Duplicating, recordkeeping., and typewr/lting assignments, in' connect^n 
with the operation of the School shjouTd be scheduled as learning 
acuities for students. Such work should not be required as a school 
service beyond the learning stage 

^Administrators, guidance counselors, business teacher^, students, 
ror^ts, anil prospective, employers should confer>egarding job place- 
4nent and fflllov(-up of graduat/s " / ' ' 

Alterrtitivej and options should be available in the business program 
. in line wi*ri student and community needs ^ 
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ROLES AND REIjfc^SIBILITIES OF BUSINESS TEACHERS 



^ The effectiveness of business teachers in the classroqin is par- - 
tially dependent upon their, professional attitudes and Jnter^sts. Cre- 
ative teaching is et mark of a professional business teacher: ' It begins 
with carefiylyjj^anned objectives that define student growth and achieve- 
ment in knowledges, skills, atti tudes and understandings f rom ^eaCh 
assignmenlf^ or unit of study. AUhough^opportunities for, innovative 
teaching vary somewhat, in different cominuni ties , with different groups 
of students, and with -differeni indiv+dwalsy a business teacher who. 
recognizes and fulfills professional iDMig^ions and responsibilqties^ 
is more likely to also be creative ,^acKi|fiMi native, , ' V , \ 

' Upon completion of requirement for aT)accal aureate^ degree^Vobtainin 
a valid teaching certiTicate, and the development of ^ the personal and pro 
fessional attributes necessary for teaching, an individual* is ready to 
en^ter the profession-. To be distinguished as a professional," a business 
teacher should (1) have high ethical standards; (2) establish and ma'in- 
tain good teaching-learning environments; (3) establish rapport with co- ' 
workers; (4) fulfill expectations of supervisors^ (5) culttVate and' ^' 
promote good rela^tions^ wi th the community; (6) continue educatipnal 
•growth through .formal graduate programs, sel*-evaluation and improve- 
ment methods, reading professional books and periodicals, and actual 
work-related activities; and (7) participate and become involved in- pro-, 
f;essional organizations, business and citric, in order to be aware of 
innovations, laws, and standards. 

High Standards of Ethical Behavior ' 

The professional business leacher maintains high standards of 
ethical behavior which include the following: 

Recognition of and respect for each student as an individual 

Respect for the confidences of students 

Respect for the integrity of co-workers - . 

Recognition of the difference in roles of teacher andjStudent 

Recognition of the importance of maintaining the best/ possible 
learning environment ^ f - ' ^ 



. Respect for, and adherence to, school regulations 

V 

Participation in Professional Organization^ 

The professional business educator will become an active member 
of local, state, and national professional organizations^ Such member- 
ship will" provide many publications that enable- the teacher j^o keep 



abreast of current research, industrial and occupational job competencies, 
and new methodology and teaching procedures. Since business 'education 
teachers sjhould take an active part in the cJeveTopment of new programs , 
professional information "about new developments in business education 
is of increasing importance to them. Specialized information provided 
by professional: organizations can provide, the assistance needed to 
bring about needed curriculum changes. The value received from pro- 
fessional magazines and researcfjA coupled with in-service workshops, 
seminars, and conferences, addsli measure of professionalism obtained 
In no other way. * \ • • . n. ' 

The professional business education organizations of particular 
interest to business teachers and prospective business teachers in 
NoKtih Carolina include the following: ^ • 

National B usinessE^ucation Association . This is the only^national 
..grganizatlon with totarcongern for, and interest in, business education 
and business teachers. NBEA conducts ^n annual national convention, 
publishes the Business Education Forum and the National Business Education 
Yearbook., and pt^ovides oth^jyr services and materials for business teachers. 
The four divisions of NBEA are (1) International, (2) Research,. (3) Teacher 
Education (NAVTE),.and (4) Teaching, Supervision, and Administrati-on. 

Southern Business Education Association . This is one of the five 
regional associations of the National Business Education Association. 
North Carolina business educators who belong to NBEA also are members 
of SBEA, which holds an annual convention and publishes newsletters 
and service bulletins: 

North Carolina Business Edutation Association . The state business 
education association has membership pipeQ. to all/ |)usiness educators and 
college students enrolTerd Jn business teacher education programs. NCBEA 
holds an annual meeting and publishes a news bulletin. 

• i\, -"^ 

American V ocational Association . This is the naffonal 'nrnani7atinn- 
for al.l vocational teachers and administrators. The- Business %id Office ' 
Education Division has a representative on the AVA Executive Board. AVA 
holds an .annual convention and publishes the American Vo cational- Journal 
monthly. ' ~" ■ — ' — — v- — 

^ * 

North Carolina Vocational Association . The membership of this 
state vocational association is comprised of teachers, teacher educators, 
and administrators associated with vocational education grograms. The 
Business and Office Education Division 'has a representative on the NCVA 
Executive Board. / 

Membership in honorary societies is available by invitation to 
undergraduate and graduate business education students. 

Pi Omega Pi. This is an honor society in busings- education which 
promotes scholarship and a professional spirit at the undergraduate level,. 
Menjbership- is open by ^nvitation* to business education students in » 
universities and colleges where active chapters are located. 
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Delta R1 Epsllon , This* honorary graduate business education fra- 
te^'nlty, with its Invitational membership, promotes research in business 
education and publishes the Delta Pi Ebsjlon Journal as well as other 
occasional pronouncements. ^ , , < 

Keeping up to Date tlirough Professional Literature / 

Professional literature should, become a parf of every professional 
business teachers' regular reading. In adcjition to the journals and 
yearbooks published ^professional organizations presented earlier In this 
section, some well-Jcnown professional, jdurnals for business educators 



are: 



Balance Sheet South-Western Publishing Company V Free 

5101 Madison Road . 
Cincinnati.^OH 45227 ^ 




' Business Education Gregg Division, (IcGraw-Hill. Book Co. Free 
World - . 1221 Avei^ue of the Americas V - 

^ New^ork. NY 10020 \ 

• i Journal of Business Robert D. Trethavj*^ \$5.50 per y 

Education 15 South Franklin^treet ^ 

, . Wilkes-Barre;. PA 18701 

Journal of Economic Joint Council on Economic Education .*0/pe^ 
Education " 1212 Avenue of the Americas ' ' 

'New York, NY 10020 ' • . ^ 

The professional business teacher* sTibuld also: be aware of the many 
free and nominal cost materials that can be obtained fror^ business and 
f - industrial firms. Such professional associations a§ the Insurance J nfor-^' 
- ' mation Institute. American Bankers Association, and Credit Union National 
Association supply materials. . " 

Obtaining In-Service Education ^ 

In-service education is essential for teachers to keep yp to date 
with materials, equipment,, and concepts rapidly changing business r 
world. In-service education should include practical work experience 
as well 'as various types of programs designed*" to upgrade teaching 
competencies. Meaningful programs can be "conducted in each school or ^ 
in^each area, either^efore the school year begins or during the school 
year. Local administrative agencies in the same .district can cooperate 
-in bringing together resource persons to pres'ent new equipment, materials, 
and concepts. Tq^ow professionally, teachers must be willing to devote 
time to in-service) education. 

Working with Prospective Teachers . 

' An important responsibility of the professional, business teacher 
is to serve as a model for the prospective business teacher. The guidance 
and leadership abilities shared mayhave a lasting effect on the student 
^ teacher's success as a classroom teacher. 

4 



Publtt delations 

• J'he business teacheir must utilize al^ facilities avaHable for cre- 
ating a clbse working relationship between the business classroom and 
. the local bus Ihesis commurrlty^ The use of news med la /bulletirt board 
displays/open house, and personal conferences wlth^ cttlzert advisory 
.comnittees will Improve publlc'relatlons. Membership In local Civic 
organizations Is also beneficial In pr^omotlng good public relations. 
By actly^y^wi^tlclpatlng Insofar as ^possible In the business and 
professiofial organizations and activities of the coinmunity, the business 
teacher can keep the public informed about the work of .*he (jlepartment, 
the types of preparation being offered, and the manner in which the 
business department serves the community. Suitable publicity sbottid be 
given the work of the business department,, as well as the achievement 
of its bus+ness students and graduates. 

-. . ' ' ^ ■ ' ■ ■■ >: 

Youth Organization Adviser ' ' 

Although one business teacher should be designated as FBLA- adviser, 
eadn^ teacher in the business departmerit should -share the responsibility 
for making membership in an active FBLA chapter available to all busi- 
ness students. Areas of individual responsibility may be determined 
b^ mutual agreement, but the ultimate success of chapter aotivities 
will depend on the professional attitude and cooperation of all business 
teachers. . ( ■ . ' 

■r. ■ ' ,..'■/ - » • ' 

Advisory Committee 

Prof essiojial business teachers will assuitfe their share of the * 
responsibility.. for organizing a business advisory committee and coord- 
inating its activities. Such a committee can provide valuable input 
in 'the areas of program planning and evaluation as well as by working 
directly with student groups as resource per^ns. 

•» ■ 
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FACILITIES. AND EQUIPMENT 



Introduct^n : The purpose, of this material is to provide basic 
information which fnay serve as starting points for 'modemizihg existing 
tacilitte-s or for planning new facilities .to 'accotnmodate the Business 
and Office Ed^ation program. , ' 

Since the primary objective of the Business and Office EducatUlt 
program is to provide/op'portunities for students to develop occupational 
competencies, it is important that business teachers have space, equip- ' 
men t, supplies,, and teaching materfals to implement these programs. - 
Since their responsibility includes assisting students in acquiring ^ 
essential knowlfedjje, developing necessary skills, and building proper 
attitudes.- toward work, they will need adequate physical' facilities in 
Which to teach., , ^ 

. The need for adequate and well-planned facilities becomes even. ^ 
more important for those utilizing the simulated plah of instruction as 
•well as the cooperative and regular program plans. The simulated' plan 
requires more Space and specialized equipment for students to carry Out 
project-type assignments. 

^ /it is recognized that Business and 'Office BduQatiSi needs are not 
the/same in aTL communities and that physical facilitie^ cannot be the- 
sarte if they are to meet these differing needs. , After Business educators 
ha \^e" .studied this section carefully, they will be able to 'better convey 
respective program needs in terms of space,and equipment to school 
school administrators, architects', and other concj^fned persons. 

The Business E(iucation teacher should utilize a vaAietyif teaching/ 
i^^r"!u^ activities. To assist in this process, it is" desirable to have. 
Dotn the laboratory-classroom and the equipment specifically designed -to 
meet these needs. While full realization of these needs may not be possi- 
ble in all s.chools, it is^the intention of this material to offer sugges- 
tions rath,er than specific^examples. . • 

' Sources of Information . Even though personnel witfii^n a school 
system wjJJ provide helpful assistance with the pTannirj^ process, external 
sources of information should be sought. A qualified architect can [pro- 
vide helpful suagestiohs relative to acoustics, light control, special 
electriK;^l remj^remehts, heating, and ventilation. 

/ - ■ . ■• ^ . . •■ . 

.Professional journals are\an, excellent source of information 
concerning facilities and equip^t. Also, school systems known to have 
good facilities may provide assistance. In additioryT good use should be 
made of the planning resources of colleges and universities 
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Before any of the suggestions given in this section are worketf into ' 
preliminary plans, the Division of School Planning/ Department of Public 
Instruction, Raleigh, should be consulted. This Division, aswell as 
state staff for Business and Of f ice Education , will supply additional 
information and assistance with the planning process. ' ^ . 

• ' ' ' 

WMIe the enrollment of a school is- a^ control ling- factor in the ^ 
development of an effective business prjpgram, other factors must 'be con- 
sidered. To a large extent, the kind^f community determines the sizq 
and type of a business wucjition program. Some communities will require 
much greater/provision for Business and Office Education departments 
than others due to a 'number of reasons - rapid grdwth, location near a 
>arge industrialized area, demand for highly specialized office personnel, 
outstanding school placement service, economic status, 'and location near • 
a metropolitan area. It is important, therefore, that *tese and other 
factors be care/ully. reviewed in determininq. the type and scope of a 
school's business program, facil ities,<^gitO^^ Becaus? of commanity 



variations, it is difficult to set e5(act stan)Iards for space, facilities, 
and equipment. Information given ifi this secftion is sugMfeted rather than 
prescribed. Each school system^should design facilities Ibased primarily 
on community and student needs. 

General and Specific Requirements . Certain general -and specialized 
requirements are important aspects of planning a business department and 
should b» considered before final decisions are made. These ifitlthde use, 
• charfgie, flexibility, and arrangement. • 

Planntng should be based on soundly deten^^ed useV of each B^iisihess 
Education classroom and laboratory, accepted prj^iciplevof good teaching/ 
learning, and program objectives, — ^ 

\ . ' ■ - : ^ • 

The use of each business education classroom and laboratory "should 
contribute to general, and specific objectives th^ are accepted and 
clearly underst«(?cl by the school board, administrators, and business 
teachers. , , , ^ * (T V ^ * ' ' 

Planning, for facilities and Muipment should provide for change, 'The 
rate of technological progress hasXturned yesterday's imagination into 
xreality for the modern business offTce ^f^Lpl^Ss room facili ties \^^^ ■ ' 

abreast of such progress, ^ Attention shdWd be given to fundantental revi- 
sion of traditional methods of instruction— revision^which will certa.jnly 
affect classroom design. y * 

Provision for flexibility in expansion and ease of alteration should 
be considered in all phases of program planning. The amount of floor 
space necessary to provide adequate work stations in rooms, used for various 
specialized busimess courses should be determined by future enrollment, ■ 
size of desks or tables to.be *jsed, room arrangement, ^nd aisle space. 

It is recommended that classrobhis making up the Business Education 
suite or department be located in the* same general area or^adjoin. 

General and Special 'Recommendations . General and special reconmenda- 
tions that shouldMbe considered in the planning protess are: 
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Location . • . 

. First floor is reci^mnienclecl for these reasons: 

1. Ease of egpieaent movemeht for instillation, replacement^ and 
repair., Iw i 

2. Vibratigari 'from typewriters ariXlotKer business equipment. 

'• : - '. ' ' ' 

3. Near^ administrative offices>. 

4. .Accessibility for evening and summer classeis. 

. Rooms for all business classes should be- In the same! area, 
^functionally located and conveniently arranged. 

Heating e^nd Ventilation " ^ 

Well heated and ventilated. 

. Air conditioned. 

Acoustics ' 

. Acoustical treatment of ceiling, walls', and floor. ' 

Light ing ' • 

— ■ — ' ^ < y • ~ j 

Well -diffused light with minimum glare. 

. Provision far control ,of artificial an<l natural lighting through., 
the use of shades, drapes, or a reostat. 

Room ^Arran gement and Decor \ - • . 



Attractive through the uid of color, furniture, arid m^erials. a 
"^'t !^ * Atmosphere approximating actual .business^office conditions. v 



ITectrieal Wiring y 

. . Adequate outlets to accoramodate electric equipment, plus proper 
voltage. 

^. Floor conduits should be installed for future expansion. 
Equipment ^--^ 1 
/ . Selection of equipr^ent brand(s) should be determined ^\ 

^ 1. Availability of adequate service. 

Manufacturer's instructional^ materi^s . * . 
Life span relative to cost. 

er!c ^ ^ ■ ^ 
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'4. Relevance to business community. 

: Because of the high frequency of use of electric typewriters in 
the business office, all typewriting students should have oppor- 
tunities to learn to usp the electric typewriter. ) . 

^ . vr ' • ' . . 

Once the scope and sequence of th6 Business "Education program have 
"been determined, the room layout should be considered. It should be em- 
phasized that grouping rooms to make up the Business Education suite is 
necessary for communication and proper utilization of space and equipment. 
For additional information on room layouts and equipment, ^lesignated 
persons should contact companies^ specializing in office furniture for 
diagrams and suggested layouts. , , 

The followintf detailed information should be revjewe# before planning 

Business Education .facilities : » 

« ' • ■ ^ ' ," 

"^ General Classroom (for courses not requiring bus^e&s machines for ' 
student usel . , 

. Size: - 900 - 1 ,000 square feet; aisles, 2 - 3 'feet 
Furniture; , ^ 
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. Table-style desks 
. " Adjustable^osture chairs 
. ^ Teacher's '(desk and chair ' " 
. File cabinets (two 4-drawer) 
. V Work table(s) ' . ' 

. Lectern 

. Bocrt<she1 ves^wHh magazine rack 
. S'tud^. carrej^s \ 
. Coatrrack with shelf for student use ; 
Equipment: ^ . 

Overhead projector and screen 
. Waste baskets ^ 
. Desk trays (for teacher' s' desk) 

Pen'cil sharpener 
. Other Equipment nee^bd for^rious teaching ti^l 
Special Recommendati 



hnique^ 



ons: ^ ^ 



Chalkboard (24. feet) 



. Bullet iff. boards (2) ' , * 

* .' Built-in^ counter with storage space and adjustable shelves' 

^ • * \ 

. Electric outlets 

'A . » 

. Provision for darkening- room *' 

• . Acoustical treattfight for ceiling, walls, and floor 
Typewriting Laboratories (Beginning and Advanced) . ' ^ 
. Size: - 900 - 1^00 s'quare feet; aisles, 2 - 3 feet 

. Furniture: • ' •' * 

Student desks (L-shaped tables with electric leg recommended) 

Adjustable posture 'chairs with casters ' 

/Teacher's desk and chair (high sto^ recommen^led if staff 
offices are provided) • \ 

Bookshelves with magazine rack v 

Coat rack with shelf for student use ? - 

Equipment: • /. 

> Manual typewriters (may be usedj'or beginning typewriting) 

Electric typejwriters (especially for advanced typewriting)*'^ 
. Demonstration Stand with typewriter . \ 

Proportional-spacing typewrit^ " . 
Long-carriage typewriter ^ * • 

Copyholders ' " 

File cabinets (two 4-drawer) 
Staplers - regular and heavy duty 
Desk trays for teacher's desk 



Paper cutter 

Stop watch and timer 

Large waste baskets 

Overhead projector and screen 

Pencil sharpener 

\ . ^ r > 
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. Special Recommendations: 

S ■■ - - I 

. Master switch 

. Chalkboard (15 feet) . 

. Bulletin boards .(2) ^ 
; . Counter with storage below and ad justafble shelves 

. Electrical outltts adequate In number to permit various room 
arrjtngements 

. Sink with soap tray and towel dispenser * • 

/ Acoustical treatment of walls, ceiling, and floor 

r.NOTP: When the typewritirvg laboratory is used for shorthand, wireles 

multip]eT-listening equipment should be included with other 
^ recommended equipment. 

Shorthwi Classroom/Laboratory > 
. Size: 900 - 1 .000 square feet; aisles, 2 - 3 feet 
- Rurniture: * * 

L-shaped desks with electric leg 
^Adjustable posture chairs with caster;s ^ 
Teacher^s desk and chair ' 
Combination lectern .and overhead projector stand 
File cabinets {two 4-drawer) ^ 
Coat rack with shelf for student use 
Equipment: 

. Electric typewriters 
. Overhead projector and screen 
. Tape recorder (s) 

] 

. Record player 

. ^^lectronic dictating/listening equipment whh headphones 
. IntervsLjf timer and stop watch ^ 
yStaplerV 



(/aajte baskets T o 
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Pencil sharpener ' -i 

Special Recommendations: * 
Tote cart 

Built-in storage (for tapes, records, and books) 
Chalkboard (15 feet) 
Bulletin boards (2) 

Master switch and sufficient electric outlets 
Accounting Classroom/Laboratory 

. Size: 900 - 1,200 square feet; aisles, 2-3 feet 
Furniture: ■ , ^ 

. Student tables (24" x 36") ^ . ' v 

. Adjustable posture chairs with casters 

■ ■ ** 

. Work table ' ' 

'\ . ' ' ' 

. Teacher's desk and chair 

. Lectern (adjustable) 

Bookshelves With magazine rack 

^ . Coat rack^^with shelf vfor student use ' 

. ■ 7:. . 

. 'Equipment: . v ^ 

^ .f. Ten-key adding and electronic calculating machines (one for 

^-.'''[^^ac^^^fi^e students) 

. ..File cablftets (tWo 4-drawer - one with lock) 



Pencil sharpen erj ^ 
Large waste baskets ^ 
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apler^ "r- 
Desk trays for teacher's desk\ 
Overhead projector a n^ screen 
Special Recommendations: > , 

Acoustical treatment of wal TsVxjeil jog, and floor 
Master switch * 
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. Adequate electric outlets to accommodate adding and electronic 
, calculat4ng machines and to permit various room arrangements. 

. ., Chalkboard, .(2^^eet; one section ruled With permanent forms)^ 
. Iihletin boards (2) ' • , , 

.Provision for wall charts , ' 

Built-in counter-top storage for equipment and teaching material 

Office Occupations Laboratory ; ^ 

Size: 1,000 - 1,400 square feet or approximately 40 square feet 
for each work station 

'\ ' ■ . 

. Furniture: • 

L-shaped desks (right- and left-hand with electric Teg) 
Adjustable posture chairs with casters 
Receptionist's desk and posture chair -t 
File cabinets (two 2-drawer and two 4-drawer) 

Stent il file cabinet 

., ' , ->j , 

Work table, 30" X 60" ^ . 

^, f ' . ' , 

Combination demonstration stan^TTind lectern (adjustable); • 

'Coat rack and shelf for student use 

Teacher's desk and chair (may I be housed in model office as 
office manager's desk) j ' 

Equipment: 

Electric typewriters n 

Proportional-spacing typewriter n 

Long-carriage typewriter 

Ten-key adding machines ^ < > 

Electronic calculators (printing and display) > . 
Reprographic equipment (photo., fluid, stencil, jm^set) 
Mimeoscope with stylli, lettering guides, and screen4)'lates 
Collator 

Folding machine ^ / ^ 
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; Copy|o1ders ^ 
. Paper cutter 
'Waste baskets (large and small ) 
S;tap1ers (regular and heavy duty) . ^ ' ' 
Scissors 

Overhead projector and screen 
Special Recommendations 

Chalkboard (15 feet) ^ 
Bulletin boards (2) 

Acoustical treatment of walls, ceiling* and floor 
Lavatory facillfties (sink, soap tfAyt and^stmndl dispenser) 

Full-length mirror ' 
Master switch 

. Sufficient electrical outlets to permit various room 
^ arrangements 

Resource Center ^ ^ 

/^Size: 10' x 15' . • 
. Furniture: . U 
Table - conference- type to seat 6 or 8 ^ 
, . .Chairs ^ ^ 

. ^ St^dy carrels ' 

Bookshelves 
. Wall magazine rack 

File cabinets (two 4-drawer) 
Smill bulletin board 
. Equipment: 

. Tape recorders (minimum of 2) 
Film projectors 

^. Film loop pr^pjectorl^ ^ ^ 

/ Vl: n ^ 




strip film projectors * 
i Waste baskets ; 
♦ Pencil sharpener ^ 
Special Reconmendatlons: , 

. Acoustical treatiiient of Walls, cerllng, and floor " 
: Built-in storage for tapQs and other materials 
. Small bulletin board , ^ ^ . 

Placed In center of suite or connected to Business Education 

y classrooms ' , » 



Staff Office 



Size : 15' x 15' 
Furniture: / " 

. Typing table * 
. Posture chair with casters 
. Teachers' desks and chairs 
. File cabinets (4-drawer, lock -type) 
Equipmefi^: 

. Electric typewriter / 
. Waste 'baskets 

. Jote dart ,(for moving equipmei(Pt) 
. Pencil sharpener 



. Telephone ^ . 

Data Pro^es|inq Laboratorie*s / ' . 

. Size: Classroom^, 30' x 36' ^ 
Laboratory, 30' x 15' , 

NOTE: The size and number of rooms determined by the 
scope 0/ the data processing program 

. Furirfture: 

. : Student tables (3' x 6') 
. Adjustable posture chairs 



• •■1 

Teacher's de^ and chair^ ^' 
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. Machine tables (2,' x 3') 
. , Card files (2' x "2 1/2') 
. Demonstration- table 
. storage cabinets (2* x 4* ). , ^ ^ 
File cabinets (legal size, 4-drawer) 
' Equipment: (May be rented or purchased) 
Overhead projector and screen 
^ Filmstrip projector 
Data entry machines 
Simulation typewriter? 
Tape recorder^ or cassette 
Computer termini 
Chalkboard and byllettn board 
Special Kecommendations: 
\» Adequate voltage ^ 

Climate control provision 
. Storage area for materials 
Model Office (May be a section of ttte Office Occupations' 
Si 2^: 900 - 1400 square f^et^. 
Furniture ; ~-) 
. Receptionist's desk and adjustable posti/re .chair 
, Ffle cabinet (2-drawer for recepticftist) > 
. Mail clerk's desk and adjustable posture chair 
. File cabinet for mail clerk (4-drawer) 
. Manager's desk and chair 

Small conference table and 6 - 8 chairs 



Typist/secretarial d^sk^with posture chairs^ 




Equipment: 

Electric typewriters ^ . 
Adding mac (10-key preferred) 

Electronic calculators (display and printing) 
Copyholders . - ^ 

Interoffice communications system (foif tranning purposes) 
Wastebaskets 

Di ctatifjtg/transcri^inci equipment " 

Reprographics equipment~^(photo, fluid, stencil, offset) 

Special Recommendations: 

Built-in cabinets for storage 

Room dividers (portable) ' 

Sufficient electrical outlets to permit various room 
arrangements 

Carpet \ 

r 

. 'Telephone jacks 

Other furniture and equipment, depending on size of office 
and size of simulated company ooer^ions 
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YOUTH ORGANIZATIONS 

Future^Busines&^^eaders of America 

Making the business and offi c4f curriculum come alive fs the dream of 
every dedicated business teacher, .feetting involved in a yoob^jwrganization 
for business students can make this happen through the excitement of prac- x 
" tical experience, friendly competition, and active participation in projects 
and activities which contribute to injJividual student growth and instill ai ' 
sense of civic responsibility. ) 

Future Business Leaders of America (FBLA) is the national organiz^lJion 
for all high ^school students participating in business And office education 
programs. Designed^o Junction as an integral part of the instructional 
program, FBLA provides ^di tiona\opp6rtuni t ies for secondary students 
(grades 9-12) in businesfe and dffice education programs to de\felo]3 vocational 
^and career supportive competencies and promotes civic and personal responsi- 
^— /'^ ^J?#4>ltA:..^ PM, Beta Lambda (PBL) is the post-Secondary division of FBLA-PbL In 

^' The F8LA program of activities can complement, supplement, enrich', and 
strengthen tne instructional program of Business and Office Education. It 
provides a method for the enrichment of the business and office instructional 
^ — -^ogram through competitive events and activities planned by students under 
' the guidar*ce and direction of the adviser; 

FBLA members learn how tp^lead and participate in group discussions, 
* preside at meetings, work effectively within committees, and engage in 

practical problem-solving and decision-making. They learn the value of 
Competition on local, district, regional, and national levels by experiencing 
the responsibility of success as w'elJ as the challenge of defeat. Through 
contact with teachers, advisers, employers, and ir>^erested busirfess persons, 
FBLA members develop confidence in^ their own abilities and learn that to 
develop them to their fullest is a" personal responsibility as well as an 
organizational goal-. ^ 

Participatiopr >n ci vie *j3fpjects , sales projegts, social awareness pro^ 
jects, and career development projects, as well as personal expediences ^ 
related to, business and tb^ profession, can stimulate- interest and the 
self-motivation 'needed for students to succeed if) school and beyond. Many 
FBLA activities provide learning situations which can improve 1<nowledge, 
ijicrease skills, and srhape attitudes that will advance the students' 
busi-ness career. < ^ . 

f 

FBLA provides a natural avenue for a teacher to recognize individual 
and/o^r group achievement. An active chapter, properly utilized, can bring 
commupfty, state, and Iwtional recognition to member^s, their adviser, and 
their^ school. In addition to a sense of accomplishment, the business/office 
.teacher will finer thatj the teaching load becomes lighter, because the student 
members are the ''ctoersV with the teacher serving as the ''adviser" in a 
^ ' counseling and guidanc^ role. 



ERLC 



^1 



^ ■ i 

The success of*dr\FBLA chapter hinges on many factors, but the most 
important' one is the cna^ter adviser. No organizatjijn can move forward 
withpdt the proper guidance o1\ a dynamic and dedicfated Yeader. Thus, an 
ad^ser should be a good planneir and organizef and a capable leader. Tlj% > 
a^wiser must display integrity ,^persej^ance, and initiative in professional 
arrfr^ daily activities. * V. 

Beijig a chapter adviser is not a responsibility to be taken lightlyT^/' 
on the other hand, it is not to be feared <dttd dreaded. It is to be^under- 
stood, worked at, and enjoyed. Qualities such as stamina, vitality, 
enthusiasm, insight, initiative^ patience, a superb sense of hurndt^ pro- 
fessionalism., adaptability, confidence ^ very thick skin, and a gfenuifhe 
liking of young people and respect foraMtir ideas are ^iential if an . 
adviser is to be successful. \ % 



Realizing the importance of the teachej^s rol6, FBLA provides 'the 
opportunity to do the complete teaching. One way to best implement FBLA 
is^^to^ring it into the classroom, with son^meetings and'projects planned 
and orga^nized as part of the i nstructional pr&gram. 

The Goals of FB LA 

The goals of FBLA are to 

A 

. Develop competent, aggressive busipess leadership 
. Strengthen the confidence of students in themselves and their work 
. Create /nore interest in and understanding of American/business 
enterprise 

Encourage members in the development of individual p^rojects which 

contribute to the improvement of home, business , ^and community*'''*^^ 
. Develop character, pf^epare for^ useful citizenship, and foster 

patriot! sTn'^ ! / 

Encouraq^ and practi ce ef fi cient money management 
. fncocFiwf^e schol arship arnd^promote school loyalty 
. Assist students in the establ Kjipfent of occupational gOals^ 

Facilitate the transition from-school to. work • 

Struct ure a nd Organizatiog ^ ^ 

Future B^.iness Leaders Of America-Phi Beta Lambda, Inc., is a nonprofit 
student vocatrenal education organization composed of two divisions -*FBLA 
at the high school level ajnd Phi Beta Lambda at the, postsecondary and college 
level. Most local chapters are under the supervision of a state chapter, 
and all work within the framework of the national organization. Members of 
the business faculty serve as advisers to local chapters and are assisted* ^ 
by advisory committees composed of school officials, business persons, and ' 
other reQrese>)tatives from the community. 



LocaUjind state chapters of FBLA and PBL operate ^under charters granted 
by FBLA-PBL, Inc, Each chapter, with its own constitution, adopts projects 
and programs within the framework %f the national organization, * 

The FBLA-PBL plan of organization includes local chapter^ state chapter^, 
and the FBLA-PBL national organi^tion. . ^ 

Local chapters . consist of students enrolled 'in business programs, 
organized and of ficial ly ^chartered in accordance with the guiding principles 
of FBLA-PBL, Inc. ^ ' / 



state chapters are composed of local chapters within the state and 
operate unde/- charters granted by FBLA-PBL, Inc. The North Carolina- 
Charter \fas /issued on April 15, 1954'. Delegates representing local 
chapters me^t at least once a year to elan state chapter activT^'es, ' 
transact the business of the state chafer, and review the program of 
work carried on by the organization. ' ^ 

The national organisation is composed of alt^ local and siate chapters 
and eac|J FBLA and. PBL member.? Officers of the national organization are 
elected each year at the annu^ National Leadership Conferencf) national 
'Executive Council for both FBLA and PBL is composed of electedfrrationaT: ' 
officers, their state advisers, and the ex of ficio\onvoting m^bers of 
rSLA-PBL , Inc. \ 

Financial Structure 

FBLA-PBL is financed primarily through individual memberships in 
local chapters. Membership dues are paid through the local chapter. Spme 
chaptep, acting as a unit for the members, pay the national and/or state 
membership dues from funds derived from income-producing chapter projects. 
FBtA national dues are $1.50 per member; FBLA state dues in North Carolina 
are also $1.50 per member. Income from national and state dues is used 
exc;lusively for services to local and state chapters. Memberships on the 
l^al, state, and national levels are unified and are not available separately 

FBLA-PBL, Inc., is on the approved 'l i st of the National Association of 
Secondary School Principals. 

Hov^ to Org anize a Qh apter ^ »^ 

A chapter of FBLA should be the result of a cooperative effort on the 
part of the business students and the business faculty. There is no sub- 
stitute for real enthusiasm on the part of all concerned. A sincere desire 
to be of service to one's co-workers, classmates, school, and community 
and to prepare for the acceptar/ce of great responsibility and challenge 
form a background for organizing and operating a chapter" of FBLA. 

An information packet has beefi' prepared to assist business teachers 
in organying a local chapter and applying for a charter. This packet 
contains facts about the organization ,^cruit«ent of members, promotion 
Ideas, a sample constitution, and an applicatioW' for a charter. No local 
chapter can use the name or emblem of FBLA without securing a charter from 
the national^of f ice . •• ' ' 

After a chaptin; has received a charter, official/handbooks will be 
mailed from both the National and State chapters, T/ese handbooks give 
many helpful suggestions on chapter operation and ailtivities, as well as 
guidelines for competitive events. 

North Carolina FBLA issues a special invitation to North Carolina 
business teachers to become involved, aldng with their students, 'in this 
student organization designed especially, to provide leadership development 
for all business students. To obtain the information packet, please 
write to the following address: ^ • 

FBLA-PBL State Chairman 
Business and Office Education 
State Department of Public Instruction 
Raleigh, NC 27611 



f 71 



/ 

Responsibilitie s of the Chapter Adviser '-^ 
^ Primary responsibilities of the chapter adviser are to: 7 

^ * ' V ■ ' 

. Ini.tiate the organization of the FBLA chapter. v 
Become thoroughly versed in the history, principles, consituTOnaV 

>»-,.provisions, ceremonies, typical activities, parliamentary procedures, 
arid other_esserytials of the organizatiorf. 

, Assist ill th^^plaiis for insuring an eff-icient group of o/ficers by 
( setting, up criteria ami letting candidates know the^esponslbilitles 
of each office.' " ^ ' 

. Instruct newly elected officers .concerning their duties and provide 
all members with opportunjities for leadership development. 

. Assist members in plannin\g a calendar of eVents,, Set dates of 

events early in the^^school year ami place them oh the school calendar 
early. ..^ 

. Plan programs that are adequately financed and insure that funds 

are properly protected. Help set up organization records and accounts 

. Hold chapter meetings regularly and have them conducted in a business- 
like manner. 

. Help new members become involved in FBLA activi'tie^ and promote actiue 

participation of all members. 
. Encburage the procurement of necessary chapter equipment and office 

supplies. 

. Inform the national and state offices of chapter activities. 
. Assist officers when necessary with chapter business.' 

Counsel individual members and committees on problem and activities. 
. Encourage participation in district, state, regional, and national 

conferences. ^ 
. Help students prepare for leadership activities and participation 

at all levels of competition. 

Have all ceremonies, public performances, and displays carefully 

planned and iiDplemented 
. Inform school administrators, faculty, and the public of chapter 

activities and developments. 
. Encourage and help provide avenues for parental and advisory committee 

involvement. * 
. /Keep members abreast of new developments in FBLA. 
. Promote FBLA as an active co-curricul ar student organization. 

Policy Statem ent - [j. S. Office of Education . ' 

i 

In September, 1974, an important policy statement on vocational student 

?'^^r^cD)^«°n^ ■'^^"^^ ^"^^ ^- ^- of Education^ This statement 

lists FBLA-PBL as one of the six vocational education yduth organizations 
which are recognized as "an integral part of our vocational education system 
of training After recognizing that the past performance and demonstrated 
potential of these six organiz/ations are compatible with the overall pur- 
poses and obdectives of educa/ion today, the U. S. Office of Education 
further endorsed their objectives and asked for their involvement in the 
development of 'future policies and plans. 
/ 

This exciting policy statement enhances the possibility for accelerated 
growth and support for all six organizations. One of the four segments of 



>tat 

v 



the s|atemen threads as follows:' 

The United States Office of Education iill provide tet^hnical 
and supportiVe-services ti^ assist vocational student orgffnizatidns 
and state^geWcies in their efforts to improve, the quality and ' 
relevance of^nstruction, develop student leadership, enhance 
citizenship r&SRonsibilities, and provide wholesome experiences 
for youth. | . . • 

Policy Statement - Nat ionaJ. Advisory Council on Vqcational Educatior 



According to the National Advisgry Council on Vocational Education J 
'Our vocational student Qrganizatiohs are quietly doing more to close the 
relevance^ gap between what business and industry need and what education 
is producing than any other movement on the educational scene. These 
organizations accomplish this thrbugh direct, daily involvement of busi- 
ness and industry in the educational process. 

NACVE, in its 7th Report , recommended that the President of the 
United States, Congress, and the USOE give to these organizations visi- 
bility, recognition, and support, and further challenged the student 
organizations themselves to "... launch a massive campaign with financial 
and^.|Lrofessional assistance fr«m the U,„ S. Office of Education, to take 
their story to every 1 ocal di strict , every state board, every teacher 
group, ewery state legislature, the U. S. Congress, and to the general 
public." 

The 7t h Report further states: ^ • 

The.%/ork of these organizations is integral to career / 
education. They are by no means frivolous and optional extra- 
curricular activity. Students are deeply involved at every stage. 
The^rganizat io.ns provide indispensable emphasis, on career and 
civic' awareness, social competence and leadership ability. Few 
wh6 have witnessed the w9rk of these organizations at first hand 
question their value as es'sential instripents in career education. 
Their .activities are characterized by a contagious kiod Qf zest 
and enthusiasm all too rare in educational endeavors, 

Pol igy Statement - North Carolina Board o.f Education 

] — — — 5 . — 

In February. 1972, just prior to the publication of the NACVE 7th Report , 
the North Carolina Board of Education made public its philosophy with respect 
to youth organizations for students enrolled in occupational education pro- 
grams by adopting the following statement of policy: \ 

"if 

Youth organizations shall be organized as integral part of ^ 
occupational education instructional programs in public schools to 
complement and enrich instruction. Local plans for occupational 
education shall contain adequate provision for the support of each 
youth organization affiliated with the occupational education pro- 
grams offered in each school . 

^j'/h Report, \"Vocational Student Organizations," National Advisory 
Council on Vocational Education, November 15, 1972 
2Ibid. , pp. 5-6 
3Ibid. , pp. 3 
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• Un^Jer this pal icy, 4II occupational education teachers are encouraged 
to assume some- responsibility for planning and implementing youth organiza- 
tion activHiesy Also, local education agencies are expected to provide 
appropriate pre^ervice and inservice education programs to assist teachers 
in the effective performance of their duties and iresponsibil ities in youth 
organizations. In addition, the continuous, systematic evaluation of • 
youth organizations is expected to be a part of program evaluation. 
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SDPI NO,: 6332^ COURSE TITLE^ Accounting I 0. E. CODE: 14,0100 

COURSE DESCRIPTION (Semester 1): This course provides an under sta««ti<ig 
of , the basft: .principles of the accounting cycle from the analysis and 
recording of business transactions to the preparation and interpret;ation 
of financial statements and supporting data. Adding and/or calcula't-ix)^ ' 
machines should be availabT^ for studentJ-^^^. 

LEVEL: Grades 10, ll,il2 CREDIT: 1 Unit ' LENGTH: 2 Semesters 
PREREQUISITES: Business Math or pretest equivalency 



OBJECTIVES; 
wi 11 : 



1 . 

2. 
3. 
4. 
5. 

6. 

7. 

8. 
9. 
10. 

f 

11 . 
12. 
13. 



At the end of study in Accounting I, semester 1, the student 
\ 

Explain* the iqeed for accounting^ in business, industry, and 

government ^ ' ^ 

Identify and explain accounting terms 

State and explain the fundamental accounting equation 

Explain the "why" as well as the "how" of accounting procedures 

Analyze and interpret various business transactions using 

accounting terminology 

Operate by the touch system an adding machine and/or a^calculato^ 
in solving accounting problems 

Descritl^ each phase of the accounting cycle and its reTatignship 
to the total process { 
Apply and complete the procedures in the accounting cyc\le 
Interpret and analyze simple financial statements / 
Interpret and analyze business papers and records used in the 

tpcal business community 
dentify source documents and record these^documents in a 
double-entry set of books . / 

Prepare business forms, including Checks, deposits, and bank 
reconciliation st^itements 1 

Demonstrate desirable personal traiAts netessiry in the accounting 
area ^ , . 



CONTENT OUTLINE AND SAMPLE TEAahj,ING/LEARNING ACTIVITI€S: 



Outl ine 



Iv. 



Ititrotiuction — ^ 

a. Rurpose.and value of 
accounting necords 

b. Starting an ^accounting 
system 

c. Types of business 
ownership 

d. Career opportunities 
in accounting, 

e. Terminology and 
practices 



^ Activities 



Discuss why a business needs to keep 
accurate accounting records. 

Discuss how keeping accurate account- 
ing records helps maintain ownership. 

Study examples oV singing proprietor- 
ship, partnership, and corporation 
in local community i 

■ 

»US6 resource speaker on cat/eer oppor- 
tunities. 
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^ Outi ine 

. f. Accounting equation 
g. Balance sheet 

V 2. Simple Accounting Cycle 
• a. Jour na'l i zing 

(1 ) Opening entry 

(2) Transactions in- 
volving changes 
in assets, 
liabilities, and 

■i capital 

(3) Transactions iq- 
vovl ing changes in 
income and expenses 

b. Posting 

(1 ) Ledger (account 
balances) 

(2) Correcting entries 

c. Trial balance 

d. Work sheet 

e. Financial statements 

(1) Income statement J 

(2) Balance sheet / 

f . Closing the ledger / 
. g. Post-closing trial 

^ balance 

Accounting Cycle with 
Combination Joiirnal and 
Subsidiary Ledgers 

a . ^ Journal izing 

(1 ) Purchases of mer- 
chandise and cash, 
payrffents on-ajbcou'nt 

(2) Sales and^ ca/h 
receipts 

(3) Other transactions^ 

b. Totaling and proving 
combination journal 

c. Ledgers 

(1 ) Subsidiary 

(2) • General 

d. Schedules of accounts 
receivable and payable 

e. Checking account 

(1 ) Opening account 

(2) Writing checks 

(3) Reconcil ing^nk 
statement 

(4) Related journal 
entries 



Activities 



Using local newspaper(s) , review 
job opportunities in th^ accounting / 
profession. \ 

Define and learn the*use of common 
accountings terms. 



Li^Witems owned and owed and relate 
theiwto the acco|jnting equation. 

Use visual aids iri presenting business 
forms. 

Discuss and practice the step-by- 
step process of preparinc^ balance 
sheet. 



Practice the application of machine 
skill in performing the computations 
necessary in fCompletincMbe account- 
ing cycle and preparinPrcrTe 
financial statements. 



Use visual aids in presenting 
accounting procedures. 

Using the J-account , analyze arkt 
record transactions invol ving. the 
basic principles of the accounting 
cycle. 

Solve sample problems, involving 
working papers, related to the steps 
in the simple accounting cycle. 

ThrSugh the use of teacher-'prepared ' 
problems containing errors, [jractice 
' Eirrpr* detection and correctiam^ 

Di;f^uss the* kind of 'pr(^*^^i^t is 
provided by a tria^l balance. 

CorntJlete a project, such as a prac- 
tice set, involving th^ complete 
simple accounting cycle. 

Use visual aids in firesenting 
business form^ an^ acc^)untinW43ro- 
cedures related to-the combination 
journal and subsidiary ledgers. 
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Outi ine 



Activities 




J- 
k. 



Work sheet with, 
^djerstments- 
Financial statements 
(1 ) Iiicome statement 
iZ) Capital statement 
3) Bala^nce sheet 
Income tax reports 
Adjustincflrfid closing^ 
entries 

ClosTng and balancing 
the general ledger 
Post-closing trial > 
bcilance 



Through a simulated exercise, prac- 
tice the handling of a checking 
account, from opening the account 
to reconciling the bank statement. 

Solve sample problems, involving 
worlgng papers, related to the 
steps in the accounting cycle with 
combination journal and subsidiary 
ledgers. 

Using information from the annual 
income statement, prepare Schedules 
C and C-1, IRS Form 1040. 

Complete a project, such ^s a busi- 
ness' simulation or 'practice set, 
involving the accounting cy^^m^ 
using combination journal ana sub- 
sidiary ledgers. 

\ 
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Accounting I 
<vS^ester 2 



COURSE DESCRIPTION: This course is a continuation of the study of the 
basic principT-es of^ the accbunting cycle, including an introduction to 
flow charts and systen^. Instruction emphasizes the >;why" as. well as 
the "how." Attention 1^^'given to payroll, taxes, data^ocessing, 
special business traHsactions^and the basic types of business ownership 
AdaiTif and/dr^a|culating maelnnes should be available for student use. 
PREREQUISITE: >ACtounting I, Semester 1 
( " 

OBJECTIVES: At ^he end of study in Accounting I, semester 2, the • 
student will : ^ 

» 1. ^epare payroll, records, including time cards, payroll 
I regrsters, and employees' earnings records - y 

■ 2. -Prepare a payroll. ^pd record the entries^n a^j^urnal 
4 3, Prepare simple income tax reports v \y r 

4. yReview governmental regulations affectrng-'Tinancial reports 

5. Describe the functions of data proqfeing' equipment as' applied 
to accounting • / 

' 6, Compare the three data proi^essing proc/edures Xsed to process 
account i nig data : ^^f^ A 

7. CoVrelate the of special_journals and ideniify the kinds* 
of transactions related to each journal ' ^ 
Apply the procedures used in special accounting transactions.., 
Explain the basic differences in accounting for a -single pro- 
prietorship, a partnership, and a corporation 
Specify the accounting appliqatfons'^pecul far to the--4/iree basic 
types of business ownership. > ' \ 

Demonstrate desirable personal traits necessary in the^coW- 
ing area 



8. 
9. 

10. 

11 . 



■Content outlin^and sample teaching/le'arning activities 




Stems ;and Pej^sohiaft 



1 




P^rcj|^;records 
1^) ^yroll taxes* 
2) Pr^jpring a ^payroll 
(3) PajBRg a payroll 
Payroll accounts, taxes, 
and reports 
J X Recording the 
Vpayrol 1 
Recording employer'^ 
/f^yrctll taxes 
(3j Paying withholding 
^ taxes and payroll 
taxes 



/Activities 

- / ^ . , 

-Secure Social Security pampWe^s 
\from the lodal SociaV Security 
toffice or fforn the U. S. Department 
^C^Labor to study- Social Security 
benefits and current laws. 

Apply for a Social Security number. 

Fill in W-4 and W-4E forms; 




Compute hours, rate, and earnings 
on time cards. ^ 

Use Social Security Employee Tax 
Table and Withholding Tax Tablejl^ 
in computing deductionsjf^ e^ 
employee. //^ 




Outline 

c. UBderstanding taxes 
- * (5) Purpose of taxes 
(2) Eormmo 

2. fntroduction to Data Pre- 
cessing 

a. Manual and mechani^l 
systems 

b. system 

c. Electronic computer 

♦'The Ac corfntir^ Cycle Usin^ 
Special/journals 

a. Purthases 

b. CasnSjayments . 
Sales 

Cash receipts 
Multi-columa ge)ieral 
journal^ , ' 7 
Special problems rttated 
to sales; andypurchases 



fecial Accodfttirtg 
Transac'tiohs 

a. Cash register systfrf 

b. Petty dash 
c^ Sales tax and other 

sales and purchases 
systems 

d. Bad dkbts and valuation 
of accounts receivable 

e. Fixed assets and ^ ^ 
depreciation ^ 

f . Disposing of fixed 

g . Not^and ^ i nt'e*;;est 

h. Accrued income and 
• accru6|j[ expenses 

Accounting for Different 
Types of Ownershig 

a, . Partnerships 

b. .Corporations ^ 



Activities 




Prep^ire a payroll register, using 
adding and/or calculating machine 
% in performing computations. 

. Prepare an employ^ee*s earnings* 
record. y ^ 

. Prepare ch^ks for the completed 
payroll ^-e^iBter. 

. Rlecord the payroll in the tombi^ ' 
nation journal . ^ , 

Record the employer's palj^roll 
taxes in the combinatior)^ journal . 

Pay the ,w4thhol cling ta^cgs and the 
payroll taxe'sf 

Prepare payrofl tax i^eports, 

sing of data 

i^arh^rid 

s that .use^ 
si rig *acc«nt- 



ten reports, 
s for pro- 

f ^ 

counting 




r 




Calculate net amotint based on te 
of sale.7' - 

AnaT^yze the recorditrg of trans- 
actions "Bffectingi purchases and 
cash payments. / 

journalize and post trans^cticjns 
affecting purchases and >cash^ 
payments ' 

Analyze the recording of 
\ transactions affectiim sales 
yancKcash receipts. 



te^' Activities 



c 



\ 



\ 



Analyze the recording of trans- 
actions in special ^jPUf'na.ls. ' 

Journalize antf post transactjoRS 
affecting sales cashj^ce'ipts,: I " 

. Record correcting entry for a, posting 
error- in four -column general iournal . " 

^lake adjusticf^'^ and cj^iyhg^ e^ 
\ including caili discoyijts and re±u?:ns 
• ^ allowances. / \ 7 , 

Complete a project, that involves 

the aftcounting cycle using «^pecial , , 

journals. ."^ y'/ . \ ' 

Establish, prove, and. replenish^. 

a petty^cash fund fpr a IherchantfJiTrn'g 

business^ . \ • , 

Record transactions in a cash register 
^system. - ' , / ' 

Anc'lyze and; record' sales t&x on charge 
sales^stnd oh ca.sh sales. - 

Record a receipt of ca-sh for a charge 
sale including sales tax. 

Analyze ^rid "record xh^ payment of 
sales 't;ax cQllected. 

Record s^le^ tax on sales^ /^tui^'ns 
and allowances. 

Record a correctl'ng entry involving . 
salfrs tax.. \ . ^ 

, ' ^' ' " ■^ ■ ■ • ■ . 

Using sales invoices ^as a sales • 
journal and as an accounts receivable. 
Jedger, record entry rn* a generai^^. ^ 
jourl^al«=and prepare a schedule of^ v ^ 
accat<hts receiva'ble; 



Compute bad debts. expeT\se and recor(jl 
transactions in^the coliii^mar :j^ 

Write off and, mst an uncollectible 



Activities 
Make adjustments on work shept for* 



naKe aajustments op work sne^t tc 
work at end of fi^^l period ^foV 
bad dejbts and valuaiiion o^c^unts 
receivable. W 

Record the purchase of fixed assets. 



Determined the amount of depreciation 
expense. 

Analyze and record adjustments on 
tKe work shee^t for estimated- de- 
preciation. . ^ 

Repprt fixed assets and depreciation 
(jn financial statem^nt^, 

; ■ ' 

Calculate gain or loss on disposal 

of fixed assets. o 
\ ^ ^ : ' . ■ . ^ 
: Record transactions involving buying 
.and disposing^^of fixed 'assets. 

Complete y^orlwat end of fiscal 
period involvrhg fixed assets. 

Compute^ maturity dates and interest- 
dn notes receivable. 

Compute bank discounts Sind proceeds 
on notes payable. v 

Record notes, interest, and bank 
discounts. 

. Record adjusting, closing,, and re- 
versing entries for accrued income 
and accrued expenses. ^ 

Prepare incojr^fe statement , ^capital 
s'tatement, a|^ balance sheet. * ' 

Corjpute dis^Tbtf|^on of net income 
or net loss to partners. 

Record opening entries for cash 
investments and oth^r^ assets in. a 
^partnership. 

Prepare distribution of niet income ^ 
statement, capital, statement-, and 
^balance s^he^t. 



Activities 



' , ^ . Figure^otal • amount each partner 

/ . ' receives frdm the business for ' 

the fiscal year, including salary 
and share of net income, 

' ^ * Record opening entries to incor- 
porate an existing business. 

. Declare and pay a dividend. 

. Prepare end-of-year work for a • 
^ ' ^ corporation from selectexl accQjLint 

^ balances in the general ledger, , 

including work siTieet, income 
statement, balance sheet, and 
adjusting, closing, fend . revers ing 
entries. 

EVALUATION: Various procedures should be developed by the instructor 
to obtain pertinent infor^rp^t^ concerning the achievement and prog^ress 
of students. The number and^arigty of" methods used^/ill depend upon 
the initiative and resourceful n^5»Sr!"of the instructor/- few of these 
methods' include the follovying:' ^ ' 

T. Prjgited tests correlated with the textbook 
2. Standardized tests with no reference to a particular text 
.3, T^acher-made short-answer, essay, and prablem^soTving 
t^^ts 

■4. Probllsms^ completed In class and out of class • 

5. Evfl^lijation of classroom participation, homework, and 
attitudes ^ 

6. Evaluation promptness, neatness, accuracy, and legibility 
of^a^signed work « _ 

; 7. Bu^|itess simulations and projects 
8. fnferpretation of data contained in financial reports 

'V'* 

INSTRUCT I ON-AL MEDIA: The medta may include currer^ accounting text- 
books , supplementary accounting books, partiphlets, working papers, ^ 
trajuparencies , films, fvlmstripxs, cassettes, accounting charts and 
poster^, accounr^ing dictionaries, and bulletin boards. 

INSTRUCTIONAL APPROACHES: instructional approaches should iaclude a 
combinat^bon of individual ^and group ^activi ties using a variety of 
techniques. These techniques. may i-nclude guest speakers, practice 
sets, field trips^ busings simulationVr sel f-paced Ja'structioru 
buddy system, learning activity packages, and teacher and.student ' * 
demonstration. See also pages 33-34 of this guide. 

4^ACIiITI^, EQUtPMENT, AND SUPPLIES: See^ Section 'VT If pf this guide. 
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SDPI NO.: 6333 . COJJRSE TITLE: Accounting 11 0. E/CODE: 14.0100 

COURSE DESCRIptlON t Semester 1 ): This course further acquaints the 
student with the use of business papers, forms ,> and reports invol^^ed-: 
in keeping financial records. It also develops, skil 1 s in analyzing 
and interpreting information concerning business problems commory to 
partnerships, preparing formal statements and supporting schedules, 
using voucher systems and coding, and using inventory control and 
budgetary control systems. Adding and/or- calculating machines should 
-be d|i/ailable for student .use. . 



•LEVEL: Graded 11 and 12 
PREREQUISITE: Accounting I 



CREDIT: 1 Unit LENGTH: 2 Semesters 



OBJECTIVES: At the end of study in Accounting II, semester 1 the 
student will : w \ 

1. Analyze and interpret the basic accounting procedures, in-, 
eluding the recordi ng , summarizing, and reporting phases. 

2, Demonstrate the use- of departmental records and the pre- 
. paration of departmental reports. 

Update accounts by adjustrpeots. 

Demonstrate the use of partnership accounting aW the 
preparation of fhe end-o{-fiscal -period work for^ ^artlpership. 
Apply the procedures of . accounting control system^usi ng 
the voucher, inventory control, and budgetary control systems. 
Initiate and keep a double-entry set of books on an entry,- . 
level job within the performance requirements of the busi^< 
ness firm. ' 
M Demonstrate desirable business attitudes and work habits 
needed in business. 

CONTENT OUTLINE AND SAMPLE TEACHING^IeARNING ACTIVITIES : ; 



3. 
4. 

5. 

6. 



Outl:ine 



Activities 



1. Review pf Basic Accounting 
FundamentdJs 

'a. Recording . 
b. Summariz'ing and . 
Reporting 

2. Departmental an^d ^Payroll 
Account^ing 

Departmental purchases 
arrd cash payments 

b. Departmental sales and 
Ccish receipts 0 

c. Payroll accounting 



Complete a review project that in- 
v'feilves processing and reporting . 
busines^s cjata. ^ 

Discuss the effect eac^ det&irtment 
has on the profit or loss of the 
business. • ^ 



Practice verifj^in^ all computations, 
on purchase orders. ^ 

Journalize ancj' post purcliases an 
account ^and purchases re^r&rfts and 
allowances for a departmental 
business. ; ■ . ' • 



Record the cash payments of a de- 
partmental business. V 
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OutHfie 

' ... 

Adjustments 

a. Bad debts ' ' 

b. Depreciation' and deple- 
tion 0^ fixed assets 

^c. Prepaid and accrued ' 
expenses ^ 

d. Income received nn ad-V 
vance and accrued . 
income ^ . 

Partnership Accounting 

a. Forming a partnership'' 

b. Dividing partnership 
earnings 

c . End-of -fiscal -period 
work 

Con t rol . . Acc^ u n t i ng 

a. . Voucher system 

b. ^Inventory control 
' system 

c. Buclgetary contra/ 
system 



0' 



ActivKies 

Practice verifying all cortiputation 
on sales invoices. 

Journalize and post sales of a 
departmental business. 

Prepare departmental statements 
of gross profit, 

•Compute and prepare a payroll 
register using tinte cards and re- 
cord the payroll entries. 

Post data from payroll register 
to employee's earnirigs record 
and Avrite" payroll checks (illus- 
traylng the "write-it-once" 
principle). ^ 

l[^omplete project related to 
departmental and/or payroll 
accounting. 

Record and post bad debts trans- 
actions using the allowance and 
direct write-off methods to show 
the difference between the two 
methods,^ ' " 

Estimate bad debts expense by 
aging accounts receivable. 

Calculate depreciation expense 
by the straight-line, decl;ining- 
balance, and sum-of-the-year-> ' 
digits methods. 

Record depreciation in a fixed :^ 
assets register, cash payments 
journal, and general journal/ 

Record entries for disposing of 

fixed assets. ^ 

Record adjusting, cluing, and 
^ reversing. ^tries fd»«)repaid 
and accrued expeiis^es and for 



accrued incbrae. 



Activities 



Record adjusting and closing 
entries -for income received in 
advance and recorded as liabilities. 

Record adjusting and closing 
entries for income rece.ived in 
advance and recorded as income. 

Complete a project or business 
simulation involving updating 
accounts by adjustments. 

Study and discuss the legal aspects 
of^.a- partnership and the advantages 
and disadvantages. 

... r 

se a resource speaker from a local 
usiness firm operated as a part- 
ership. 

Record opening entires for a part- 
nership when assets and liabilities 
are invested by one partner and 
cash by the other partner. 

. Record entry for admission of a 
partner with no increase in 
. capital . 




' / . ^Record opening entries for irvt-' 

' vestments of three. partners. 

.Record and report the division of 
net itncome or loss by: 
1* interest on capital investments 

2, r^tio of capital investments 

3. salary al lovyance 

. Prepare ah., incorrwe statement for ' // 
a partnerstrip. 

. Prepare # di^t of met 

ine<)rae^**bt1;;efifient. 



Cqfelete a business simulation in- 
votT^3ng/partne^:ship and departmental 
accounting. 

Record transactions inva voucher \ 
siys^ and a .chfeckf reg,ister. 

Compjete.a pro j eel that ^ involves 
a vdycihfer 's/stefn for cdrrvtrol ^ 
.j^accounting, • ^ ' « , ^ 
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OutHne W : Activities 

. Price an inventory on the basis 
of cost or piarket price, which- ^ 
^ ever is lower. 

.Price an inventory using .the lifo 
^ ' " \ v and fifo methods, 

^ > . Estimate the amount of inventory 

# i ' using the retail method. 

• Estimate the value of merchandise 
. — ' destroyed by fire. 

' » Prepare a, sales budget and a pur- 

. chases budget. 

. Prepare an incom? and expense 
/budget, 

- Prepare d summary cash budget, 
i 

. Complete a project that invplves 
^;ftfentory control systems^ and/or 

• l>ira^etary control systems/ 

• txplore through quest learning the 
accounting applications and pro- 
cedures used in the local business*, 
tommuntiy. 



r 



^ r . Participate in settin^nfp a set of 

' , k book's for FSLA, the scJloorstore, 

the school news pa p#^; the school 
annual, or other school organiza- 
tion, 

/ Gain wprl experience in a business 
office or in the school bank. 



Accounting* II 
Semester 2 
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COURSE DESCRIPTION (Semester 2): This course provides the student with 
an opportunity to develop in-depth knowledge of accounting prq^cedures 
and techniques utilized in solving business problems and making financial 
decisions. It also provjdes the student an opportunity to analyze 
managerial problems using ac.counting information as a tooK Greater 
emphasis is given to analysis, interpretation, and synthesis. ^ Adding 
and/or calculating machines shouLd be available for student use^ 



PREREQUISITE: Accounting II, semester 1 



OBJECTIVES: At the end of study in Accounting II, the student will: 



1. 
2. 

3. 
4. 
5. 

6. 
7. 

8. 
9. 



Apply accounting procedures to taxesi^otes; and drafts. 
Describe the major advantages and- disadvantages of a corp- 
oration. ^ ^ ■ 
Analyze and interpret corporate financtal reports . 
Apply data processing principles to accounting procedures. 
Discuss the significance of data processjtng to the field 
of accounting. " 
Explain and demonstrate a cost accountin^ystem. 
Compare daily decisions and infrequent decisiohs that 
affett income. 

Use decision-making skills to solve management problems. 
Demonstrate desirable personal traits, work habits, and 
business attitudes necessary for entry-level employment 
in the accounting field. 

CONTENT OUTLINE AND SAMPLE TEACHItJG/LEARNING ACTIVITIES: 



Out^ ijie 

Account i^^l^or Taxes, 
Notes, anaT)rafts 

a. Taxes jDn sales, prop- 
ertYi and business 
iwcomg ^ t 

b . Note^rwe vva ble 
Note^Bible, drafts, 
and f^n acceptances 

Cbrporation Accounting 
et. Formation of a corpo- 
ration / • ^ 

b. Trahsactions for 7 ' 
corpor^ate stocks, and', 
^honds - ' 

c. , Corporate financial , 

reports » * , 

. , ) 



' Activities 

Record sales tax transactions in 
a sales journal and in a sales 
returns and' al lowances journal . 

Record transactions in a columnar 
cash receipts journal. 

Record property tax. 

Compute and record sal^s tax 
and taSh discount. 

r • 

Record transactions with notes 
receivable. 



^ ,.jte maturity (tates, ^(^scoujit, 
' Q|^h received from rio^s ♦ 

* Feceivab)^ 



Outline 



Activities 



Automated Accounting 
Systems 

a. * General ledgeV* 

b. Subsystems 

Cost Accounting ^ 

a. Cost accounting for 
service departments 

b. Cost accounting for 
manufacturing 

c . End-of-f iscal -period 
work for a manufac- 
turing business 

Special Problems in 
Sales Accounting 

a . Instal Iment Sales 
and credit card 
sales 
COD sales 

Consignment sales — 

Management Use of . 
Accounting Data 
a/. Analyzing financial 
statements 

b. Statement of_changes 
in financial position 

c. Management decision 
making 

Internship 

For those students wHb 
can benefit from it, in- 
ternship provides oppor-^ 
tunity for observation of 
accounting functions in 
a business establ i^firient . 
Site, .length, and activi- 
ties will be determined 
jointly by teacher, prin- 
cipal , student, and 
business person based on 
student needs, schedule, 
and career objective. 



Record notes payable,' draft's, 
and trade acceptances. 

Discuss the legal aspects, ad- 
vantages, and disadvantages of 
a corporation. 

Use a resource speaker from a 
local corporation^. 

Review annual reports from 
sever^ corporations.^ 

Study stock market listings in 
local newspaper and follow for 
several days t» identify trends. 
Discuss effects of these trends 
on ^national and international 
economy, # 

Calculate the dividends of a 
•corporation. 



Compute the divTs 
income or net 
corpor^iorj for. a severi^ear 
period. ; ^ • 

..V . . 

Record. entry hftessary for 
dividends payable. 

Record transactions 'for sale 
and transfer of capital stock, 

Keep stock transfer books. 



Record in correct journals 
transactions for corporate bonds 
payable.^ ' 

V . Reco)^ t ran sac tiojps^o*: 'sale of 
commorKjand preferred stocks. 

Prepare Vm)rk.shflet for a corpo- 
ration and coifipare it with that 
of a partnership? 

Prepare an ffteome statement and 
a gapital statemeSit for a corpo- 
rarlon. - ^ " * 



89 

Outline ' Activities . 

•• — - 

• - • . Record the adjusting and closing ' 

" , • entries for a corporation. 

. Complete a-business simulation 
* , involving corporation Itcounting. 

. Compare and contrast tha manual 
and the automated accounting 

- ' cycles. ' ^'i 

— I 

^ . Design a coding system for an autb- 
• 'mated general ledger accounting 

system. 

Prepare a transaction transmittal 
form. 

Prepare an accounts receivable 
control sheet. " * ♦ 

: . 

Preparfr-a sy^|.ems flow chart for 
the processing of daily accounts 
payable transaction register for 
a wholesale business. ^ 

Prepare jspb order sheets^ for a 
service business. ^ * 

Prepare a schedule of gross 
profit by de^pa raiments for a ^ 
service business. ^ - 1> 



. Record auto sales and-5ervit^e 
V ^ ^ ^ transactions. 

■ . • Prepar^e a cost sheet for a manu- 

*o b ^ V facliuring business, computing 

\ ' factory overhead at a given rate 

' ^ of d'irect labor cost. 

Record in a voucher system selected 
^ transactions for a manufacturing 
business; foot,^ prove, total <^ and 
\ * . rule the voucher regist^V. . 



^ y • Jour^aTize the enVie's that 

' . * ' summartze the cost re'coVds at the 

' *' * " end of the. month. 



-T • * . Prepare a statement of cost of goods 
^ manufactured".. . » « 



:• 




Activities 

Complete ja business simulation of 
a flfianufacturing business thaf 
uses a job-order cost system. 

Record set^ted transactiw$:V(ith 
cash sales/^ charge s?iles/ and in- 
stallment Sal es* in the proper 
journals. ; • - 

Post ^ the installment accounts 
and the "general ledger accounts 
from the above journal entries. 

Record transactions for bank credit 
card sales in a cash receipts 
journal . ^ ^ ' - 

Record transactions involving ^CQD 
sales by indicating the^ accourfts 
to be debited and credited and 
the amounts for each transaction 
in general journal form. 

Record entry to charge customer ''s 
account for transportation charges 
on returned COD shipment. 

Record selected consignment trans- 
actions completed during one ^• 
month of a fiscal ^year, using a 
cohsignment record for each 
consignment. 

Prepare a comparative balance 
sheet and income statement for 
two given years. . ^ 

Analyze a comparative balance sheet 
and compute for each year the follow- 
ingVatios: current, acid-test, 
equity, and ratio of curreot assets 
to' fixed assets. ' ' ^ 

Analyze a comparative income state- 
ment and compute for each year the 
pe^(ifentage of net sales in: cost 
^df merchandise sold, gross profit 
on sales, total operating expenses, 
and net ilicpme after federal income 
tax, indicatin<| if there appears 
to be a favorable or unfavorable . ' 
c.hange between the two years and 
discuss reason for cbange. 
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Activities 



. Analyze the datg^on a comparative 
balance sheet and' income state- 
ment and compute the rate of • 
return, on thefDwrttar' VCapital 
fdr both years. Baieckon comj 
{Aitatlons made, indicare if 
trej;|d from W to. the ne! 
* '^or^fhe rate of return on owner 's^ 
capital appears'to be favorable 
or unfavorable. Justify. 

- . .Prepare, a statement of changfes in 
financial position tased on worlo- 

capital . ^ ^ 

- -Prepare a .statement of changes in ^ 
financial position based on cash. 

' ' . Compute the marginal income rjitio 

and the breakeven point 1n both 
sales dollars and in units based 
\ . , .on given saTes, variable costs, 

and fixed assets. 

Compute junit sell Tjrj^i; price, unit 
» variAle Costs;* arft;;tdta1 fixed ' 
^ assets independently in given. 

changes and when all given 
changes occur. 

. Prepare a^projected comparative 
income statement. 

- EVALUTATION: Various procedures should be developed by the instructor 
to obtain pertinent, information concerning the achievement and progress 
of students. The number and variety of methods used will depend upon 
the initiative and resdurceful ness of th^Flnstructor . Some of these 
evaluation methods include the fallowing: 



1. 
2. 
3. 
4. 
5. 
6. 



Standardized and teacher-mad^ tests " / 

Busirtess simulations and projects 
Decisioh-making and problem-sol ving ^t'ests ' 
Evaluation of independent study, research, or quest, projects. 
Oral and| written report of internship experiences. 
Evaluatwn of work habits i prorr/ptness, neatness, legibility. 



acc 



uracy, ability to accept responsibilij^ty, and confidentiality. 

'INSTRUCTIONAL MEDIA:. The media may include current textbooks, supple- 
mentary reference books, professional trade magazines, newspapers, 
pamphlets, working^ papers, simulated projects, transparencies, films, 
filmstrlps, cassettes-, accounting dictionaries, accounting dharts and 
posters, and bulletin boards, 
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^ INSTRUCTIONAL "APPROACHES: Instructional approaches should include a 
combination of individual and group activities using a variety of 
techniques. Some suggested techniques are field trips,' guest speak- * 
ers, practice sets, buS(;jness simiylations,' self-paced instruction, 
*|buddy system, leaming^'activity patkets, x\uest projects, and intern- 
; strips,- .X , . ' . . - ; 

'FACILITIES, fQGIPMENTj, A^D SUPPLIES: See Section VIII of this guide. 



SDP'I"NO. : 6412 COURSE TITLE: Business Communications O.Er cODEj 14,0400 

COl^RSE DESCRIPTION: This course is designed to enable prospect! y^e business 
aorf office employees to develop oral and written 'communicatioTi .skilfs , ' ^ 
attitudes, and behavior habits needed fOr Suctessfiil employment. Areas 
o^^udy ii\clude review of til^ language skills and types oY'Dral and 
wB|»i bMSTness coimiul^catfVns'. Activities involve the use of practical 
appl^fttions of eommum cations* used .in business. Typewriters should be 
available for stydent us^. . ' - — 

aEVCV:. Gradevli. 12^ CRED.IT:.^ 1 Unit \ LENGTH: 2 Semesters . 

PREREQUISITE: Typewriting 1/ 



OBJECTIVES: At the end of study^in Busihesy Commuhications., Semester 1, 
the stydent will: ^ c ^ . 

*1. ^'Demonstrate a|| undei^standi ng of the importance of effective - 
osfal and written cbrranuni cations in Busijjiess and social life. 

2. • Possess an effective and extensive reading and iri ting 

vocabulary. ' • * \ 

^ ' ^ V / • 

3. Consistently demonstrate a "you attitude-in all communications. 

4. Exhibit sel f-confitlence in speaking.. 



5. pemonstrate an- unders.tandi ng of the i^TlDOlf^f^nGe of good grooming. 



fTUK)r 

voice, and behavior in effective oral ^mmunication . 



6. Use correct grammar,, sentendS structure, and word choice in 
oraT communiQation. 

7. * Demonstrate an^nderstanding of corir^ect telfephone techniques. 

. ■ ^ . " ■ r ' 

8. Use correct grammar, punctuation, senteric^tructure, and \ 
spelling t6 produce various types of writtenf business commHft4- 
cations in mailable .typewritten form. 

*^9^:^Compose and type. uia liable business aprrespondence (requests, 
grantinq and refusing requests, acknowledgments, trans- 
mittals of materials, and orders'\for goods ) .in accordance . 
with current letter-writing practice. \, 

CONTENT OUTLINE AN^D SUGGESTED TEAcAlNG/LEARNING ACTIVITIES:. ' - * 

Outline * Activities 

* ' ■ ' — ^ 

1. Foundations, of Effective . Use group d^scusjion to introduce' 
Communication and explore con^pts of *'yGu" 

a. Preparing to build skilj./ attitude, effective Communication, 
(1 )♦ The power of speakinfl*- ' and improvement of communication 

and* writing • ^ skills^ " * 

(2) .'^^Jlh| art of listemnq'"' ' "5^ - , . 

^ affifd reading - .Have students l^^ten to taped or., 

b. Lanc^age parts of speech ; l ive discussion^ that. exefnpTify/ 

• : "good and baJ affective behavior; 

- ' ' ^ ,p ' * ' 



Outliiie 



Activities 



C. Vocabultfry and ward choice 
(1) H6m6njjp and synonyms 
' iZY Compounds ^ 
(3) Colloquial isms and 
* . slang 
^'(4). Spelling and word 
• division ^ ' v . 
(5) Reference nrfaterials 

d. Ideas ' ' 

(1 ) ^Phrases • ' ; 

(2) Clauses 

(3) S(5ntences ^ ' 

(4) * Paragraphs 

e. "Controlling ildeas - 

punctuat.ion /. 

f. .Capital^i^tion, al?bre- 

via.ti.(j|ns, numbers 

Oral ^Communication ^ . 

a. Preparation 

(1) Physical appear^ce 

(2) Voice and speecn 

b. -Planning and giving/a • 

tai k - / 

Meeting the publ^t . 
' (1 ) . Refsoh-to-pe?^h - 
(2) Tel^ephone tech-* ^ 
niques . 
d. Cbnferehces and. meetijigs 
(1) Member . ' , 

* (2) Leader .% . ■ 
rfote: May iacludi unit 
, on Pari iamehtary* Ifrro- 
cedure here, (see 
Section 2' of second 
semester) 



f. 



Interviews 
(1) For a 
(2X For a 
Dictating 



job 
re^of't 



Written Communicatiari. 

a. Preparing to wrtte 
business letters 

(1) Parts > 

(2) Styles ^ \ ^ ^ 

(3) Qualities 

b. Simpler types "\ 
' (1) Requests. ' 

UI^ Sraatin-g. requests 
(3*)' f^i^f u si ng^ requests 

(4) ^- Ackrtowledgments- 
,(5) Transmittal s . ;.. 
(6)/ OrjJers 



. identify and discuss 0ff1- 

.. culties. ' ^ ' ^ \ ./V ^ : 

. Pretest for stycjerit d^iciehctes.; 
in friglisb mecjianics; use sma TV v 
group instruction,*mini-pa'as', ; / 
transparencies., woiMcbooks, EDL 
materials, a nd/jor programmed 
materials 'as needed to correct/ 
deficiencies* V ' * : * • 

. U^fe^ppropriate related, learnings 
from! the typewriting .textbook. . 

. Use, proof i&eading exercises 'to / , 
deVfeldp ability to detect errors 
in typewriting, punctuation, 
and word usage. ^ 

. ThroMghout the course, have pairs / 
of students exchange typewritten 

' assignftients for proofreadings and 
markiPTg of errors (using proof- 
reader's ijiarks) and Veturn jtliem 
to^ the author /Or. correction ^ ■ 
befoire submitting to -instructor,- 

Thrd^^out the ccuirse, evaluate- 
, student work with two grades^ / 
. ^ne for content ' and vorte for 
.mechanics; f(J<r eacK' error in ■ 1 

mechanics, indteate a remedial ' • 
^ass4^nment ;,.haiW^pers Resubmitted. 

. tfse^praclfice exercises* in rewriting 
sentences containing ster^ptyped 

,^ phrases, in changi^ng negative 
statements tolpositive loneS,. and 
in building good will. (Remember.,, 

. . stuaents need to be able to ' 
'^recognize good writing befoJ^e. 
they^ begin tp compose letters and' v 
^.other types of' bu^iiies^MComm.u^^ 
^atidns.-) ' * ' * * 

•ARecord'each student/s v^Ce; 
•^thert hav.ej each stv^pnt fft, .a Aelf-'. " 

analysis/and be' analyzed ^jff.^ \, * 
. * another student for '!leede%.fm';» ' 5 

proy^uent. ' •\ ' 

" >■ ";'^-Vi 



n 



t)ut1 iy\e \. '/ ,. ^, ^ ' Activities 

. Have students use ar full-^length 

^ . . mirror^in analyzfng phy$,ical 

y ^* . - ' . appearance^, aestures, and facial 

y ' ' expression- while speaking; ttien 

' . ^. have eath do self-analysis and" ' 

i - be analyzed by at least one other 

; V stwtlent for needed in?pirovementi 



As preparation for malcing a talk; 
preliminary attempts can be tape . 
recbrded/and critiqued by ihe 
speaker and at least qj^ other 
student. Hay, jieed to do this .y' 
several .time for some stydents. ' 

' Role -play giving oral instructions 
for performing' an unfamitfriar office 
task^' Do this face to face so 
that 'gestures may supplement . 
ifis'tiructions; also do this u^ing 
thb telephone 'SO that gestures 

'cannot be relied on to. supplement 
oPclarify instructions. 

.Role play using the telephone 
- (teletrainer) and. greeting office 
callers and have students eva^luate* 
using checklists developed by 
the class. 

Invite a representative from the 
telephone company to discuss tele- 
phone techniques, company services, 
-equipment, and employment oppor- 
tunities in the telephone company. 

Following class discussion of the 
topic, "practice conducting short 
meetings with each student acting 
as presiding off jeer. 

Discuss the art af interviewing;' 
then role play interviewing for 
a report and'foir a job. 

Practice dictating vyith- tape re- 
corder - first with written or 
, typed copy, then with notes, anc 
finally without notes. 



> Activities . . 

. 1)56 projects and exercises from 
the typewriting textbook to re- 
view letter parts and styles, to 
review concept of mailability/ 
.and to upgrade skill in type- 
writing letters that meet busi-' 
ness standards. 

./ For each of the types of letters 
to be written in this course, • 
Jiave students criti.que many, 
many models under the guidance' - 
of the instructor to >help'them, 
develop Jlhe ability to distin-f 
guish between good and bad corre- 
spondence/ 

. In assigning letters to be written, 
discuss the problem each is to 

, solve or the pur^pose 6ach is to 
serve so that students identify - 
with the situation. ^Questions * ' 

. auch^ as these may T)e''ysed to set 
. the stage: What i^ the first 
fhing the reader wants to know 

. when reading your letter? What 
.afe the essential eleroeri^to.be 
inc,luded? If you say no, fibw can 
you soften the blow? How can. you 
-build igood will in the letter? 
What attion do you want to in- 
fluence, the reader to take? How 
can you cjose.the letter to secure 
desired action? ' 

Have students write some letters 
alone, i In some situations it 
^ might b|e advantageous for two 
students to work tbgether. Some 
times letters should be written 
in clas$; at other times, as 
homework. 

Discuss ;sample first attempts 
either in small groups or with 
the tfhti)re class, projecting the 
•letter oh the overhead projector 
screen. ; Evaluate and permit 
students to retype before grading. 
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Ootline Activities 

* ■ ■ , 

. Have studeqts' exchange Tetters 
with proofreading partners for 
location of errors; , then retype. . 

. Some students may ask^.to read 
their efforts alotid so that they 
: I may benefit from critic ism.; ' 

EWILUATION: Varimis procedures should be developed by the instructor ' 
to otrtain pertinent informiation concerning the achievement and progress 
of; students. The/ number and variety of methpds. used /will depend upon 
the initiative and resourcefulness of the instructor. The follcfwing 
methods of eyaluation are suggested: ' 

Printed tlests correlated with the textbook afid other instruc- 
tional materials. 

2. Standardized tests With ho reference to "a particular text. ' 

3. Teacher-made short -answer, essay, and probl^em-solving tests 

4. Observation of cla« and giroup participation and attitudes . 

5. Evaluation of promptriess, neatness, accuracy, and usability 
* of assigned work . 

6. - Evaluation of prpofreading exercises) to detect errors in^ 

typewriting, punctuation, spell ing, and wQrd .usage. 

7. Observation of the use of the "ypii" attitude and other . 
appropriate behaviors in oral coninun'^cation consistently 

8. Evaluation of ability to give oral directions by successful ^ 
completion of the task by the student receiving the directions 

9. Evaluation by student reactions toNcommuni cations which involve 
pei^suading another party to t^ke action or establishing or 
maintaining good will ' . . ^ \ 

Y 10. ^Checklists for evaluation. of affective ^ehaViors by fellow, 
students and by teafcher ^ — ^ -J 

INSTRUcVlONAL MEDIA: The media may include current business communications 
and typewriting textbooks, reference materials, workbooks, progratmmed 
materials^ EpL materials, individualized learning packets, magazines, * 
business reports and correspondence, transparencies, films/ filmstrips, 
cassettes, charts, posters, dictionaries,, newspapers,, and bulletin 
board displays. ... - 

INSTRUCTIONAL APPROACHES: Instructional -approaches should include a 
combination of individual and group activities using a variety of • 
techniques. These techniques may 'include lectui:e, class discussion, 
field trips, guest speakers, self-paced instKictTW), individua,l izQd 
instruction, role playfng, quest prbjects,^Youp activities, and 
simulations.. ^ \ I 



FACILITIES, EQUIPMENT, AND SUPPLIES: See Sedtion VIII of this guide. 
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/ ■ ■ ' Business Communications 

• • , " Semester 2 ^ " 

* " • ' f'" * ■ 

COURSE DESCRIPTION^ - This course is designed to provide adcli*"'ona1 

• In-depth review of basic language skills and advanced pv>acti^^l applica- 
tions of .concepts and, skills included in Business CommUhiCcitiQhs , 
Semester 1.' Additional areas of study include more difficult types " 

•of business letters, job application, reports, minutes. sLi%^>"ies, 
parliamentary procedure, and intr^uction to word processihq Concepts. 
Typewriters should be available fpr student use. 

PREREQUISITE: Business Communications, Semester 1 

OBJECTIVES: At the end of study in Business Communications- 
.Semester ?, the stu.denf wil 1 : ' 

1. Show improvemqjit in vocabulary and word/choice, botfi in 
speaking and in writing.- ^ ^' ^ / 

; 2\ Demoastrate correct and forceful oral communit^iti'On '^Mlls 
in personal and business situaltions. 

3; Cgmpose and type mailable business correspondence (P?^- 
suading someone to act and applying for a position) 
accordance with cu^^ent letterwriting practice* 

4. From' unorganized notes, compose a one-page typewritten 
report of progress, needs, res'ults, or recommendatic?^^^ 
with material organized and main points presented* ' 

5. Tol low oral or taped directions for performing an 
unfamiliar office task. 

6. Analyze a one-page arttcl^ from a business^ma^^zi'n^ ^Or 
important points, and prepare a typewritten sufr^TiarV 

no mo re^ than 75 words. 

, 7. Analyze the contents of a taped 15-minute speech in ^ 
typewritten summary of no more than two pages, 

8. Prepare a typewritten report on the importance of 
.conrounication skills in the office, using library 
sources and interviews with office employees. ' 



9. Demonstrate an under'standing of correct parlia'^Tientei^y 
procedure for a meeting, both as a presiding o^fic^v- 
. ar»d as- a rfiember. 

10. ^ Take minutes of ^ meeting and prepare in correct t^n^-^ 

written form. ^ 

11. Demonstrate an understanding of alutomated word PrOcg^^ing 
its definition, basic concepts, advantages, and ca^e^^ 
opportunities. 
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CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING A6TIVITIFS: 

Outline ~ " Activities 



1, Written Communications 
(continued from Business 
Communications, S^emester 1) 

a. Business' letters 

(1) Claims and adjustments 

(2) Credit ajid collections 

(3) Sales letters 

(4) Application for 
emploVment 

b. Memos and informal 
reports 

c. Formal^ reports 

d. Telegrams 

e. Minutes 

f . Summaries 

g. News releases 

2. Parliamentary Procedure 
(May be included in unit on 
Oral Communicatiorts in 
Business Communications,' 
Semester 1 ) 

a. Rules of Nailer 

(1 ) Introduction to 
business 

(2) Types of motions 

J (3) Motions and order 
of precedence 

(4) Committees and 
informal action ^ 

(5) Debate and decorum ^ 

(6) Vote 

^ , (7) Officers and minutes 

^ (8) Other rules of order 

b. ^ Organization and conduct 

of business 
(t) Organization and 
^ meetings 
' ^ X2) Officers and 
committees 

(3) Introduction of 
business 

(4) Motions 

(5) Debates and questions 

c. Othe)^ procedures 
(1) Rights 

(2j Trials 

(3) Call of the house 



See suggested activities involving 
letterwriting in Business 
Communications, Semester 1. 

Review inte/off ice' memos using 
exercises from the typewriting n 
textbook; Have students, compose 
and type interoffice memos to 
each other, giving procedures 
to be followed in performing 
a Aask. (Also may be from 
teacher to student, student ^ 
to teacher, superintendent to 
principal , principal to 
superfintenderrt , etc. ) . 

Role play giving oral instructions 
for performing an unfamiliar 
office task. Do, this face to 
face so that gestures may supple- 
ment instructions; also do this 
using the telephone so that 
gestures cannot be relied on 
to supplement or clarify instruc- 
tions. 

Discuss the kinds of informal 
reports (prooress, needs, results, 
and recommendations) and the pur- 
poses they^serve. Have students 
bring tp^lass models of informal 
repor>ts they think effective and 
defend, their choices. Then have 
them develop .guidelines for the 
preparation of informal reports. 

Provide students with samples^^of 
unorganized notes upon which 
informal reports are to be based. 
Have the class or a small gV^oup 
analyze a set o_f notes and plan 
the report with teacher assis- 
tance. Have each student prepare 
a format to be approved before 
the report is typed. Hold an 
evaluation session before another 
report is attempted. Instructor 
should provide individual* and/or 
group assistance as needed. To 
individualize instruction 'provide 
more competent students with more 
complicated notes for reports re- 
quiring a higher level of decision 
making. 
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Outline * 

Introduction to Word 
Prpcessinq 

a. Definition 

b. Basic concepts 

c. Advantages 

d. Career opportunities 



Activities 



Use articles from business 
magazines and collect materials 
from business such its directions 
to employees or repor^ts of com- 
mittee meetings for students to 
summarize. Use same strategies 
as those used for the informal 
reports above; 

t 

Divide class into several groups, 
have them listen to a report, 
and have each group prepare a- 
summary. Project one summary on 
the overhead projector screen 
for comparison with summaries 
of other groups. Use progressive 
longer and more difficult tapes. 

Assign summaries of speeches 
beingtmade in school assembly, 
ih FBLA meetings, or on tele- 
vision. 



Discuss the formal report or * 
research paper, research tech- 
niques and procedures, amd the 
importance. 0/ an outline,. Invite 
librarian to discuss library 
facilities and their use. Pro- 
vide library privileges and 
assistance as needed.' * 

^Reviev/ interview techniques dis- 
cussed in Business Cpmmuhi cations 
Semester 1 for secunng informar 
tlon from individuals for a 
report. ^ 

Take minutes of an FBLA or ^ther 
•meeting and prepare incorrect* 
typewritten form. Prepare n&M^ 
release of same. 

Prepare in correct typewritten 
form a repoH and/or news re- 
lease from notes taken during 
4 guest speaker visit or a field 
trip. 

Listen to a recorded meeting or 
:onforence ta^ and pre- 

pare m ip^^T report, nd/or 
lews r. .mse in correct. type- 
written ^^rni 



101 



Outline 



/ 

4 



Activities 

. After discussion of the topic, 
conduct real or mock FBLA 
meeting to practice using 
correct parliamentary procedures. 
Critique and discuss needed 
improvements. 

. Following class discussion of 
the topic, visit a word pro- 
cessing center and/or invite" 
— a guest speaker to discuss 
the top,ic and/or show a film 
on the topic. Precede and follow 
with discussion of equipment 
and procedures used, advantages, 
and working environment. 

. In class discussion, contrast 
the traditional office structure 
and the modern wtfrk processing 
system. V 



. Have students bring to class 
« ^ advertisements of employment oppor 

— tun+ties in the field of word 
processing and discuss require- 
ments. * 

EVALUATION: Various procedures should be developed by the instructor to 
obtain pertinent information concerning the achievement and progress of 
stucJents. The number and variety of methods used will depend upon the 
initiative and resourcefulness' of the instructor. The following methods* 
of evaluation are suggested: 

1. Printed tests correlated with the textbook and other * 
instructional materials. . ^ 

2. Standardized tests with no reference to a particular , text. 

3. Teacher-made short-answer, essay, and problem-solving tests. 

4. Observation of cTa%s and-^roup participation and attitude. 

5. Evaluation of promptness, neatness, accuracy, and usability 
of work. c ^ 

6. Evaluation of proofreading exercises to detect errors in 
typewriting, 'punctuation, spelling, and word usage. 

7. Observation of the use of the "you" attitude -and other 
appropriate behaviors in oral communication 'consistently. 

8. Evaluation of ability to give written directions by success- 
ful completion of the task by the student receiving the 
directions. ^ 

9. Evaluation by student reactions to communications which in- 
volve persuading another party to take action or establ ishing 
or maintaining good will. 

10. Checklists for evaluation of affective behaviors by fellow 
students and by teacher. 

• k 

INSTRUCTIONAL MEDIA: The media may include current business 'communica- 
tions and typewriting textbooks, programmed materials, EDL materials, 
individualized learning materials, reference materials, workbooks. 
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magazines, newspapers, business reports and correspondeiice, trans- 
parencies, films, fllmstrlps, cassettes, charts, posters, 7 
dictionaries, arid bulletin board displays. » 

INSTRUCTIONAL APPROACHES: Instructional afftroaches should Include 
a combination of Individual and group activities using a variety ' 
of techniques. These technldjues ,may Include lecture/ class dis- 
cussion, field trips, guest Speaker-s, self-paced Ins^uctlon, 
Individualized Instruction, AoJe playing, quest projects, grbup 
projects, and simulations. 

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide. 




' SDPI NO: 6532 • COURSE' TITLE;. /-Bus irfess Dynamics. 0. E. 'CODE: 14.9900 

. COURSE DESCRIPTION: This study of personaVity a,djustment. and human * 
relations is designed to help each indiyicfual understand the actions 
of himself and of others -and .achieve more' satis fyiiig results in ^ . 
carrying out duties' and responsibilities in any activi^ that involves 
•people interaction^ Topics* include personal ^analysts,^ personal develop- 
ment, working with -others, supervision of pther employees , 'and leadership 
development, ' ' / * ' ' 

LEVEL: grades 11 ,;12 CREDIT: Unit . , ^. LENGTH: 1 Semester 
, PREREQUISITE: ; Nqne. . ' ' ' • ^ 

OBJECTIVES: Al^ the end of. s;:udy in Business Dynamics, the student will: 

'1. Der#onstrate a knowledge of the personal. qualities needed in 

'relationships with others. . • 



2. 



Explain^the importance of developing,, an^ demonstrate fthe^usa 
of, the "you" .attitude in interpersonal relations. ^ « 



terper 



3.^ RecOgnizje and improve area^ of weakness ip. personal qualities 

and human relations. s * ^ 

/- ' ■ • ' . ■ / • 

4^ Demonstrate industry^^ punctuality^ and self-reliance in ' " \. 
. coitipJeting assigfiments.- • ' , ' ' 



5. Rroject attitudes necessary for ^'ob success. 

' Project a good- personal image in the ton^ of vgice used on 

- the telephone and in receiving callers. 

7, Accept constructive criticism. . . 

8. Practice ethical' business behav-ipr. ^Recognize ethical business 
ibehavior in case studr^sj ! t • , 

'''9. DemJ)nstrate an understanding of the tiiiaTi ties and competencies 
^ ^ needed tq-i^l-irect and supervise the acMVittes , of 'others. ^ 

COURSE OUTLINE AND S4JGGESTED TEACHIf^LEAI^bNG^CTIVI'TIES: 

■ Outline Activ-ities 

• ,>>> ' ^ ^ . . 

^1 ., Personal Analysis and 5. . Have each "student complete ' - 

\ Development ^ \ * ' personality rating sheets and 

a. Physical appearance * personality inventory at the 

b. Character traits ^ beginning and ^nd of course ' 

c. .Attitude / and compare thd- two. (Cpnfi- 

- "dential for each student) - 

2.^ Interpersonal Relation^.i ps | .' Discuss and demonstrate through 

a. WoVking together j" ■ practice personal cleanliness, 

,b.^. Supervising . , good.hygiene, and physical y 

\. . v t - fitness. , ■ . 

■ -L J.J • , . . ^ ■ 

y . i iK - ^ . 



r 



Outline ' 
3. Leadership Development 





-P 
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"lAcii 



vities 



Have* s'^fudents lead class . , ^ 
discussion^ on readings i- 
conceroiK^sJcin care, make-ujS^, | 
posture, andT, appearance. * 

' * ^ ^^ - • ^ ■ • 

Have iQ'cal resource, persons 
di^uss current fashions, 
groomfng aids, and health care. 

Role play th^ use of proper 
etiquette and good manners*. 

Record .studeijts* vaices; ana- 
lyze strengths and weaknesses. 
Repeat J ate/", in the course and 
ev^iH^ 

Discuss effective human. rela^^ 
tions' and its effect on job 
satisf^ctiw. 



ally. 

i 

.1 



Analyze human relations case 
studies in groups jand individu 

Have student (s) interview 
employer(s) dn the importance 
of human relations and report 
to class for;d4scussfon and 
reaction; • 



Role play andf discuss situations 
involvipg teamwork in an office. 

Analyze and c^^s.cuss ethical ^ 
business behavior as presentea 



in cft^e stuVJies, 

Practice giving and fDll^v^'ng 
instructions through role playing. 

Discuss the characteristics of 
a good lea^der. ' 



Various /^procedures' should \ie developed by ^the instructor to 



EVALUATlQN _ . .- ^-^ 

obtain perjtinent Information concernyig the achievement- and progress of 
students.' The ^number and variety of methods used will depend upon the 
initiative and resourcefulness of the instructor. Suggested methods oT 
evaluation infclude the' fol lowing: : 



1. Publisher tests correlated 

2. ^ Standarrdized tests -with no 

3. Teacher-made short-answer. 



wi,th the textbook 
reference to a particuia/r text 
, essav, and problem-somng' tests 

4. --Observation of class participation and attitudes* 

5. ^ Evaluation of promptness, neatness, accuracy, and legibility ^ 

Qf assigned work/ • ' <^ ' 



6. EvaVuation of, persorral ^ippearance by teacher observatiorj. 
. 7i Teacher observation and evaluation ofjtharacter traits: and' ' 
persi)nal qualities necessary for good human, xiHations and 
jofeCsuccess. • ^ * ' . 

. ' > / ^ r ' - ^ ' • ■ ' ' ■ - ■ - * 

INSTRUCTIONAL. MEDI/V: The media may include current textbooks/ 
reference books, pamphlets and brochures, case studies^ films, / , 
filmstrfps, -transparencies, cassettes; charts, posters, pe^^iodicals, 
and bullet'iii board displays. ' 

!tlSTRUCTiON4L APPROACHES r Instructional approaches should incTude^ 
' combination of individual and group activities^ usfng a variety of 
techr^iques. The techniques may include lectuVe, class discussion,.. , 
'teapher demonstration, student demonstration, guest speakers, learoina 
activity packets, ami role playing, 

TAClLITfES, EQUIPMENT, AND SUPPLIES: S,ee Section, VII rSf this guide. 
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COURSE TITLE; 



Business EQonomtcs O.E.CODE: ,14,9900 



SDf^I NO. : 6522 

ri' .. . .■ ■. ' . ' - 

. COURSE DESCRIPTION r Ttii.s (Jourse is Hesighed to provide students vyith 
• an underst?MlJijig of advanced economic concepts that wtJl enable them" 
, to participate ifi a free enterprise system as wage earners ,i business 

• owners, producers, and investors.; Topics iifclude advanced economic 

• concepts, , the free enterpifise system, economic security, .comparison 
of economic systems, arid current econom'ic issues:. • ^ ^ " 



LEVEL: Grades 11, 12 



CREDIT: bUnit- 



lENGTR: :,»! SemestiT 



PRBREQUISITES: None ^ 

' .7^' 

OBJECTIVES,: At the jen.d of study ih' Business Ecpnomits, the student 
•wi n : ^ • 



ERIC 



^7 Aoalyze wan-ts^and needs and establish prioriti^ for a'chievincT 

2. Tclenti^fy basic economic congep-ts. * 

3. Defin^ the .characteristics^, a free enterprise system and . 
explain hovi it affects the^onsumer. e ' ' • 

4. Apply econor^ic concepts^^to consumer buyiog and investing. - 
^5. .Demonstrate^ an undersltamling 6f currepf.loqal ; state, ^ 

national, and i'nteVnatiorral eco/iomid issues. . * 
•6. 'eompare the fre^ enterprise system with otl^^p/economic 



systems of worldi 
CONTENT OUTLJTJE AND SAMPLE TpCHING/LEARNING ACTIVFtlES: 



QutliV/ 



A Survey^of EcorH)mics /| 
a/ Definipioo' ^ 

b. . Desirable ecqnomic^goals 

c. TerR)in^la5y 



2. Basic Economic Concepts 

-6. Scarcity 

b. Pricing 

. c. Pjrofit 

d. D'ecis-ion-makint^ 

e. Individual rights 

f. ^ Supply;^ and demand 



g. Gross national product j 

Free t erpri-s^ Sy s tem 

a. Efbistness organizations 

b. -Production and distribution 
^c.^ ,G(^(5rnment^ regulations ' 

4. Economic Sector ity 
at. Banking * 

b. Credit 

c. Insurance 

d. Savings and investments 



Activities 



Compile list of ecohomiq terms 
and definitions. • • , 

Have^each studenT identify \^ 
pe^rsonal economic 'goals; *. 

IT ' ■ 

' Ideptify ^d djscuss the valuesi 

that influence economic; decisions. 

• 'I * 

Discus? and analyze Wie, complexi- 
\ties of deci9ioti-making« - 

'Help students d'^loR a *chec|c|ist 
on how to shop f^r a used car. 

' .t ' • . * " " 

Hav^ students do* a study of the 
costs of rurlning a car. . 

-Have buzz' sessions on civil 
liberties and political freedom'.^ 

; Have each student elect. an . 
imaginary salary, deduct taxes, 
and plan a budget based on 
priority list of fieeds afid-^/^nts. 



Out! Trie 

The Consumer in the Economy 

*ar. Income determinates 

, b. Buyers 

i c. Investors • 

d. Government protection 

. ■ »• ■• ' . 

Economic Systems 
' a. Capital ism 

hj • Socfalism. ' 

c. CcHnnuni^m 

' Critical Issues 
^ EnVirdnrterlt 

Labor-management relations 

Agriculture 
*d. Monopolies 

Gdvernment Interference* 

f. ' Economic -stability 
' Inflation 

(2) Recession . 

g. Monetary. and fiscal 
policies \ 

h. Stat^ersus national 
controls 

1. Conglomerates 
,j . International affairs . 
k. Future,.of the American , 
ecoiipray 



. . Activities 

Determine through ^urvey(s') the 
buying practices of .families of 
, various sizes^and with various 
incomes and relate -these practices 
to the change in their habits to 
cope with increases In cost of* 
1 i ving. 

Identify and discuss the charac- 
teristics of the free enterprise 
system. , ^ ^ ^ 

Interview business persons 
involved in. various types of 
business organizations to 
determine' their concepts of a 
free enterprise system and make - 
'oral and/or written report. 

Survey local busiiifesses to 
determine types of organization. 

Interview business persons to . 
'find out how prices or rates * 
are determined and who deter- 
mines them. 

r 

Research current government 
regulati6ns on business and 
make oral and/or written 
report(s) : - 

Use a questionnaire or pretest 
to determine the students' basic 
understanding of the i free enter- 
prise system. 

Summarize, in an oral or^written 
report information on banking 
presented by a guest speaker. 

r 

Present panel discussion(s) pn 
advantages and disadvantages of 
credit. 

Discuss with an insurance agent 
various insurance DO>icies and 
investment olans arid present oral 
and/or "written reoort. 



I 



Debate the advantages and disad- 
vantages of investing in the 
stock market. 
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( Activities 
* 

Explain the -values (monetary and 
othery to be derived from Work. 

Identify and explain the govern- 
ment agencies that help ptptect 
the consumer. ^ / ^ 

Have students. report on various 
items from the Consumers' Guide . 

Depict by graphs the sourpes of 
government income (local, state, 
and federal ). * ' ^ 

Prepare a chart, poster, or 
bulletin board display depicting 
aids and services, that the 
novernment provides consumers v 

Plan, organize, and cQnduct an 
individual interest study on a 
ohase of economy for the consumer. 

Form an investment club v/ithin 
the class. 

Identify and discuss similarities, > 
and differences in capitalism, 
socialism, and communism. 

Research soeci^ic areas of con- 
cern in each system ancl present 
oral and/or written report(s). 

Using current publications, 
research current economic 
issue(s)'and interpret in oral 
and/or written report (s). 

Interview. business persons on 
current economic i$sue(s) dis- 
cussed in radio or television 
program. 

Participate in oanel discussion(s) 
and/or debate(s) on current 
economic is,sue(s). 

Negotiat^^-^a contract between 
teacher and students as. part of 
study of Tabor/management rela- 
tions and ]abor unions. 

Present oral and/or written report 
'on current economic issue(s) dis- 
cussed on radio or television. 



\ 
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.EVALUATION: Various procedures should be developed by the instructor to 
^btain pertinent information concerning the achievement and progress of 
students.' The number and variety of methods used will deoend upon the 
imtiatrve and resourcefulness of the instructor. Some of these methods 
include the following: 

1. Commercially prepared objective tests and case problems. - 
. 2. Teacher-prepared objective tests and case problems. 

3. -Evaluation of oral and written reports and research papers. 

4. Written student self-analysis of wants and needs and their ' ' 
applicability to basic economic concepts. 

* 5. Progress of student in his role a^ a consumer as evidenced 
by his buying habits. 

6. Observation of class participation, ability to work with 

small groups and committees, attitudes, following instructions, 
and work habits. 

7. Evaluation of promptness and accuracy in completing assiqn- 
,^ments . ^ . . ^ .• ... 

INSTRUCTIONAL MEDIA: The media may. include current .textbooks ; pamphlets, 
transparencies, f i 1ms , -f i Imstrips , cassettes ,• charts , Dosters , consumer 
guides, magazines, and newspapers. 

INSTRUCTIONAL APPft3ACHES : Instructional -approaches should include a 
combination of individual and group activities using a variety of tech- 
niques. These techniques may include field trips, guest speakers, 
learmrrg packets, research,' surveys , interviews, games, role playing, 
case studies, and large and small group discussions. 

FACILITIES, EQUIPMENT, Wd SUPPLIES: See Section VIII of this guide. 
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SDPI no.: 6512 



COURSE TITLE: Busiaess Law 0. E. CODE: 14.0800 



COURSE, DESCRIPTION: This •course^ 1$ designed to acquaint students with 
the basic legal principles common to business activities, including 
the origin and development of law, contracts, business relationships, 
law of pi^perty, business organization, and the law of negotiable 
irfstruments. It is not a prelaw course. 



LEy^t: grades 11 , 12 
PREREQUISITES: None 



CREDIT: 



Unit 



LENGTH: 1 Semester ^ 



OBJECTIVES: At the end of study in Business Law the student will: 

1. Interpret and apply legal principles as they relate to business 
and personal situations. 

2. Demonstrate an understanding of common legal terms. - 

3. List the elements of a contract and identify and explain the 
various types: ' ^ 

4. Demonstrate an understanding of our judicial system of courts. 

5. Demonstrate an understanding of legal forms^used in business 
transactions. 

6. Recognize an individual's legal rights and responsibilities 
in a democratic society. 

7. Demonstrate an understanding of the legislative process and 
exhibit an awareness of legislation affecting business 
situations. , ' ' 

8. Demonstrate desirable work habits and attitudes. 

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: 

Outline Activities 



1. Introduction 

a. Origin, development, 
and meaning of law 

b. Nature and kinds of 
1 aws 

c. System of courts 

d. Crimes and torts 

2. Contracts 

. a. Making a contract 

b. Types of contracts 

(1) Expressed and implied 

(2) Formal and simole 

(3) Executed and executory 

c. Elements of a contract 

(1 ) Agreement 

(2) Proper form 

(3) Consideratiorn 

(4) Competent parties 

d. Termination of contracts 

e. Remedies for breach 



Compile a list of legal terms^ 
with definitions. 

Invite an attorney or judge 
to discuss the court system. 

Visit and observe a trijal in 
court and/or a session of the 
General Assembly. 

Have students role play a trial 
involving a crime and one 
involving a tort,. 

Discuss case studies involving 
oral and written contracts. 

Discuss cases that' involve a^ree 
ments enforceable by law». 



fir 



Research newspapers tor cases 
involving breach of contract and 
report to^class. 



A 

Outline 

3. Law of Sales ^ 

a. Nature of sales^contracts 

b. Ownership and risk of 
. loss 

c. Form of sales contract 

d. Warranties and product 
liability 

e. Consumer protection 

4. ^ Property and Property Rights 

a. Personal property 

(1 ) Transfer of ti tl e 

(2) Mortgages 

(3) Warranties 
' b. Real property 

(1 ) .Ownership 

(2) Transfer 

(3) Landlord and tenant 

(4) Wills and intestacy 

5. Insurance 

a. Nature and theory of 
1 nsurance 

b. Tyoes of insurance 

(1) Property and casualty 

(2) -Autornobile 
^ . (3) Life 

^ (4) Other 

c. Rights" and Responsibilities 

(1 ) • Insured 

(2) Insurer 

(3) Beneficiary 

6. Employer and Employee 

a. Employment contracts 

b. Employee protection' 

c. Fringe benefits 

d. Government regulations 



w 
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Activities 

. Complete^sales etgreemehts^and' 
display copies'on bulletin 
board. 

Use teacher-prepared or text- 
book court cases for written 
or oral discussion . 

Invite^ resource persons 'to di^- • 
cuss , warranties and producV^^^ 
. liability. ' \ 

Use resource materials from 
consumer agencies to discuss 
consumer protection. 

. Prepare bulletin board display 
of legal forms related to topics 
discussed. ^ \ 

1 

. Present skit depicting the buying 
of property.^ 

Invite sijpaker to discuss leases 
and transfer of real property. 

. Observe the trial of a ^court 
case" involving legal principles 
discussed. 

Invitfe resource person to discuss 
automobile insurance and policies. 

/ Use commercially or teacher- 
prepared transparencies on 
insurance. 

Present a review of how insurance 
can affect teenagers, in oral and/ 
Or written form. 

Do research in workmen's compensa- 
tion, child labor laws, social 
security, retirement, equal employ 
ment oppofr^tunity , and unemployment 
compensation and prepare oral and/ 
or written report(s). 



EVALUATION: Various procedures should bl& developed by the instructor to 
obtain pertinent information conqerning the achievement and progress of" 
students. The Aumber^ and varie^' of methads used will depend upon the 
initiatfve and re$,Durceful ness ^bf the instructor. A few of these methods 
include the following; 



1, Commercially prepared objective tests and case problems 



3. 
4. 




nt-prepared objective test^ and c^^e 
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Teacher- and/or 
problems. 

Student-centered jfiments and related projec^^. 
Observation of work nabits, class participation* fO^]0^^q 
instructions t and attitudes. 



INSTRUCTIONAL MEDIA: . The media may include current. textt^OoK^ , P^niph\ets ,* 
trade' literature , workbooks , films, filmstrips, charts , t^p^5 ^ ^^wspapers, 
and printed forms (legal, insurance). 

INSTRUCTIONAL APPROACHES: Instructional approaches shou1<J in^l^^e a com- 
bination of individual and group^activi ties using a variety Of ^^^^^,^-,^^^^3^ 
These techniques may. include field trips, guest speakers * 9^^^^$ * mock 
trials, role playing, self-placed instruction, case studi'^Sf eifi^ class 
discussion. 

FACILITIES, EQUIPMENT, AND SUPPLIES: See, Section VIII of ^i.^^ide^ 



V 
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-SpPINO.: 6533 COURSt 'TjXt : Rusinpss Management O.E. CODE: 14.0800 



COURSE DESCRIPTION- This course is designed to introduce the basic 
concepts of man'a^afient. Topics include a general overview of American 
'lousiness, forms of business ownership, management functions, personnel 
management, labor-management relations, and women in management. 



LEVEL: Grade 12 CREDIT: 1 Unit 

PREREQUISITE: Introduc-^tion to Busine^ 



LENGTH: 2 Semesters 



'OBJECTIVES: At the end of study in Business Management, Semester 1, 
the student wil 1 : 



1 . 
2. 
3. 
4. 

5. 

6. 

7'. 
.8. 

9. 
IQ. 

11 . 

12. 



Describe the fundamental role -of American business in the 
economy. 

Indicate an awareness of the type and degree of governmerlt 
control over business. ' • . 

Demonstrate an understanding of the American eeohomic 
system^as a modified free enterprise system. . ' | 

Classify the types of business ownership available to thl 
American businessman and demonstrate an understanding of 
the advantages and disadvantages of eacli type. 
Formulate a basic concept of internal organization and 
.the functions of management. 

describe the role of personnel management in selecting, 
training, and promoting employees. 

Construct a plan fof company compensation and benefits. 
Fonnulate a basic concept of human relations. 
Describe the importance of 1 abor-management relations. 



Demonstrate desi rabl e personal traits^necessary for 



success in, a management' position. 
Identify career opportunities in management and the com- 
petencies^necessary for v'arious positions. 
Demonstrate an understanding of economic terminology 
related to business ownership and managem^ent . ■ 



CONTENT OUTLINE AND SUGGESTED T HING/LEARNING ACTIVITIES 

Outline , Activitu 



^ /\plure of American Business 
/—-f— ^. Characteristics of business 
^-"^ b. Current trends in business 

c. Career opportunities in 
management positions 

d. . Government control - degree 

and importance 
i> 

2^- Environment of American Business 

a. Economic environment 

(1) Basic ecoriomic concepts 

(2) Economic systenis'' ^ 

(3) Free enterpri se 

b. Soci al envi ronment 

(1 ) Social problems 
(2) Effects on business 



Throughout the course, include 
student experiences in class 
discussions of various topics. 

In class discussions of assigr^i^^jL 
readings throughout the course.^ 1 
emphasize new terminology. (Mayp 
use crossword puzzles.) 



Create a bulletin board on the 
evolution of business the 
steps in solving^a business . 
management problem, careers irr 
business, and/or other topics* 
throughout the course. 



f 
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Outl ine 



Activities 



4. 



5. 



Business Ownership^^ ' 

a. Sole proprietorship 

b. Partnerslrip 

^c. Corporation • 

d. Cooperative 

e. Mutual companies 

f . Franchisees 

Management Functions 

a. Planning 

b. Organizing 

c. Leading 

d. Control ting 

Personnel Managemen^t 

a. Sel ecting new employees 

b. Training riew employees 

c. Promotions, tj^ans'fers, 
and discharges ^ 

d . Personnel orgarirzat ions 

e. Employer-employee 
relationships 

Ccmipensation and Benefits ^ 



a/. Financial incentives 

b. Fringe benefits 

c. Benefits provided by 



law 



7. Labor Relations and Legislation 
a. Industrial relations 

^ ' b. ^ Labor unions 

c . Un 1 on -management 
rel ationships \ 

d. - Labor legislation 

8. WomenM'n Management 

a . Recent trends 

b. Utilization of female 
market j 

c. Availability of /manage- 
ment resources 

d. Legislation 
,>e\ Competition in the mana( 

ment market 

f. Career opportunities 

g. Prominent females in 
' management 



ERLC 
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Have students pi^sent oral and/or 
written reports on famous early 
business leaders. 

At t,he beginning of the course^ ^ 
discuss the five steps in the 
procedure for solving business ^.^ 
management case problems: 

(1) Problem - ide^ntif ication of 
the pr<)blem 

(2) Supportive evidence - evidence 
supporting identification of 
the problem , * 

(3) Alternative solutions - all 
possible solutions - 

*(4) Analysis - analyse each possi- 
ble solution for good and vtild 
points and workability 
(5) Solution - choose best 
solution(s) 

Organize a' weekly review of ' business 
in the news 

Survey student attitudes toward 
jDusiness cteing a list of 20-25, 
statements in which students can 
indicate whether. they agree, / 
disagree, or have no opinion. 
^ond|p|||^ survey at the be- 
MlPi^^p le course and* again 
" the .-[.a .and determine the.^ 
change in attitude. Thi^ attitude ; 
survey typ6-' of activity may 'also 
5ed with controversial topics 
such \^Do1lution. See April 1973- 
issue of'^' 'Bti$inejs Education Foruni, 
p. 45, 



Introduce Junior Achievement early 
in the course. Contact a local 
office of Junior Achievement or 
write to the national headquarters: 
Junior Achievement, Inc., 909 
Third Avenue, New York, .NY 10022. 

Have students work in groups or 
individually on a strip story. 
Various topics should be used 
throughout the courfe, such as 
the evolution of American business, 
careers in management, types of 
business ownership, functions of 
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Activities ' - 
' t 

management, and women in 
management. A strip story is a 
group of pictures with captions' 
illustratin/g and explaining a 
basic concept. _ 



Debate the pros and cops of ^ 

various controversial topics 

throughout the course, such as 

strong government regulation 

of business, pollution, and 

the merits of selected labor 

1 egislation. Survey student 

attjtude before and after 

debates to determine change, 
s 

Present illustrations of^arious 
econoiTfic concepts from current 
newspapers, news magazines, and 
busi ness ' magazi nes . 

Have students analyze the state 
of the economy in North Carolina. 

Have s I .aerit(s) present oral 
and/or wr.itten report (s) on 
difi^ussion(s) wijth .business 
owner (s) concerning problems 
encountered in competing with 
other businesses. 

Obtain, old and current- catalogs 
and compare prices; present a 
skit to dramatize the difference; 
* prepare a price index. , * 

Research the cost of living, 
covering the 'following areas: 

- comparative costs of specific 
pro(kicts over a given time 
period 

- effect of spiraling costs on 
real wages and' living standards 

- role of government in controlling 
spijraling living costs 

- basis for figuring cost-of-living 
indices - 

Prepare a chart, poster, or 
bulletin board display depicting 
the social problems that affect 
business and/or those that are 
caused by business. 



Activities 



Prepare a report on how individual 
can help in pollution control. .\ 

Contact a large business or indu;5- 
try in the local area and find ^out 
how^'t is combatting the pollution 
problem. » , ^ ' - 

f y /\- ■ 

Develop a list of 1 ocaV bu»i nesses 
feetermiW the form of business 
qrganization of each, the form • 
thVt^OS.. mo.st common, and. the form 
.that is^largest in tejrms ,of 
dollars and sales, 

Study a local business to deter-^ , 
mine year of organization, who - 
organized it, relationship of . 
present ^mana^g^ent, growth trend 
in term of dorKar sales, units 
sold, expansion A<:ustoniers / 
served, and factors^ contributing-- ' 
to long life and iilccess, 

■ * . ,ry 

Form a corporation witlTTive 
classmates and write articles • 
of incorporation. . • 

Investigate the requirements in 
North* Carol ina for organizing a *~ 
corporation, obtaini n^i^Nt charter,' 
selling and issuing stock, and 
Mking reports to pwper state 
anthority. Present oral and/or 
written .report of .the finding, 

) 

Obtain and discuss copies of 
franchise agreements, pc!^tner- 
ship agreements, and articles 
of incorporation. 

Research the change frojn a 
'closed to an- opewT corporation 
(example: Ford Motoy^^ Company). 

Form a cooperative, /describing 
type ,> advantages , disadvantages, , 
membership, and 'rpanaqement . 

Develop a list of mwtual companies 
in the local business community 
and describe advantages of these 
companies in relation to the 
community (oral ^and/or written 
report ) , 
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* Acti vii?ies 

Visijt a 'lawyer ^nd/obtain^ 
infOr^mation .a^ to /the legal '.^ . 
•re(lQirB|}\€!n€s for/xprming ' 
different types business ^* 
organizations/, or invite a ' ' 
lawyer to speak to th€ class 
^ on the subject. . 

Invite a speaker or a panel of ^ 
..'^eckkers to di^cu^s the -small 
-/business. : Your 1 oca^l>;^usiness 
/ advisory corrtni tt^e^ ano^he Small, ' 
/ Business vAdftinistra-tion*s S^CY'i'c^' 
Corps of Retired Executives 
(SCORE) are excellent resources 
' for such speakers?/^ 

r ^ Haxe each studenl^elect a small ^ 
business which he or she would \ 
like to own or Manage and make 
an oral presentf^tion justifying' 
the choice.- 
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Develop^ set of long- and ' 
short;^rm goals for a small 
bu^ii^fess. They should be pre- 
cise, coordinated, and clearly 
stated. 

Obtain organizational chart(s) 
from local business (ips ) and • 
, discuss, in class. 

Discuss theTFBLA organization 
chart. > . 1, - 

Construct an brgani^tional 
chart for-^our FBLA chapter,/^' 
an athletic team, or your school 
'administration^. ^ 

Develop a list of questions for 
a morale survey. 

Present an oral and/or written 
report on the subject "Faclsrs 
in Job Happiness that May Be 
More Important -than Usages. Y 

• (j 

Interview a ri\anager"on the 
various manag^nent functions 
•and present findings in an 
oral and/or written report. 
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* Activities 

Play the game Executive Decision 
by 3M Company (available y^t some 
departnr^t Stores )• See 4)ages 

» following this course, . 
guide for adaptation to entire 
class and rules. . 

> * 

Dtscuss the importance' of 'go o.d * • 
human re>atioas, high ntoraU', 
and effective^' qommunication ;in' y 
business management. This towix 
may also be^ combined with otlyfr. 
topic(s) discussed by/guest^^ 
speaker (s). o, j/i 

Obtain an application^ form from^ 
a local , bus iiiess , .discus s^the* 
information f e^juested , and dom- ^ 
plete the form. 

Interview a guidance counselor 
fpr information an businesses 
that employ the school's^ ^ 
graduates. Obtain information 
tKat will be helpful to class 
- members when applying for a job. 
Develop. brief job descriptions ' 
incliiding primary and secondary 
duties, supervisory organizaition , 
requiremerits ^pr th4 job, salary', 
and pi^OTOtion^hannels- 

Hav§ students present a debate 
on the topic: "On-the-Job 
Training Superior to 'yesti-- 
bule Training. " * 

InviteH,tudent(s) from the 
schools cooperative office 
occupations class (if' there 
is on^) to ^iscuss the \adv^n- 
tages and disadvantaged of the 
cooperative work experience 
program. 

Invite a personnel manager to, 
discuss the functions of per- 
sonnel management. 

Acquaint students with the 
Dictionary of Occupational 
Titles and'di^uss its use- 
fulness in personnel selection^^ 
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Activities > " \ 

Visit the personnel department 
of one or more local businesses 
and determine fringe benefits - 
received by employees. Compare/ 
the importance of- these benefits ^ 
to the total conppens*atioi5* re- 
ceived by the employees/ I,f 
possible, secure booklets dr 
'other pri nted i nf ormatiqn-^iven ■ 
to^en^^ees. ^ J 

Survey; ioc^n businesses and 
report! on pension plans -and 
healthj^rograms. 

"interview ah employefl and an 
employee and report on their * 
responsifbilities under the 
Occup^tjvonfi'l Safety^nd HeaTth" 
Act. ! ' 

Have student reports on the 
Sociali Security Act - its 
benefits, inequities, and loop- 
holes. I 
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Survey local busi n^sses ,and 
report on union activity. 

Prepare.^a labor contr:act which' 
* you believe is fair to you and 
to the employees , of your compajiy. 

Discuss and/or have students 
reiport fen North Carolina labor 
laws. 

Play a 1 abor^management Simula- * 
tion game. Suggestion: Labor- 
Versus Management, Social 
Education , pp. 421-422: s^hould 
/be avail able at 1 ocli braries . 

Research ancj./report on trrends 
affecting mariagement. ' s policies 
in Aiploying women in management 
s positions, as r#ated in current 
^periodicals or in interviews of* 
personnel managers in local 
businesses . , 

Present a report on federal and 
North Carol ir^a legislation on 
equal opportunity emplo^ent. 



■ • 120, 

. y\ ■ . ' . •■ 

Outline , ' , ^ ' . Activities •- , 

^ — ' . •'Research and report on one or 
' more of the most promin'ent 

" * business women in the United, 

Stales including nSme-of company 
or organization-, job tttle^ . 
: salary, education, and how each 

became' successful . - " ^' ■ 

A ^ . Jn\rrte,a woman in managertrent . 

^ ^* ' \ V to dj.scuss.with the^class'- 

V ' • ^ , . ^^various aspects of this ,t^pic, ' • 

K ^ /\ /^how^ she attaiTOd^^her^ posfrtio^^ \ 

^ V** ^ / and^lfow :femal(&; students may ^ 

^ . / begin/jearly:'to' pi an and prepare 

' ' ^ . ' ' fbr* a:>^a6itioh -in man,agem,ent . 

EVALUATION:, Various -procedures should, be' deveToped -lDy th"^ irrstructor 
to obtaip pertii^ent information" concerning th^ *achie*venient .a(nd- progress 
of each student.^ The nutnb^r and variety-of 'methods used will depelrid 
upoa the initiative and resourceful ness. pf the instructor. Suggested 
methods of evaluation incUide the fol 1 owin'g': v ' , ^ * 

1. Printed tests correlated with the textboolc. ^ - 

2. Standardized tests with no reference to a 'pe^rt icular text. 

3. Teacher-made short-ansver , essay, and problem-solving tests. 

4. Observation of class participation and attitudes. 

5. Eval uation, of promptness, neatness /acquracy, and Tegibility 
of assigned work. ' - - V 

6. Evaluation of 'use of business terminology in oral and. 
written assignments and tests, 

7. Evaluation of quality and quantity of participation 1 n 
smell-group projects. 

8. Initiative and resourcefulness in completing research 
projects using reference materials and resource persons. 

9. Evaluation of analysis of case problems based on appropriate--, 
ne'^s and reasons for decisions. 

INSTRUCTIONAL MEDIA: The medil^ may include current textbooks, reference 
books, pamphlets and brochures ,Vbusiness forms , ^transparencies , films, . 
filmstrips, cassettes, charts, rj^^ers', games, case studies, dictionaries, 
periodicals, and bulletin board displays. 

INSTRUCTIONAL APPROACHES: Instructional approaches should include a ^ 
combination of individual and group activities using a variety of 
techniques. These techniques=HTOy include lecture, class disci^^s^gS^ 
field trips, guest speakers ,\.sel f-paced instruction, learning %^t^-«t^^^ 
packets, role playing, business games , simulations, and indivicfual 
projects . 

FACILITI«ES, EQUIPMENT, AND SUPf^lCS: /^e Section VIII of this ^uide. 




usiness Man&cjpment * ♦ . * 

•Semester 2 , 

COURSE DESCRIPTION: This C0ursG is .designed to continue and expand the 
study of those-TOncepts presented iri Business Management, Semester 1 • 
Topics include the maflor aspects of business operation; trends in 
policies, procedures; and ^)hilos6phies of business management; the role 
of min^gtftment fn the growth of American business; adapting to change; 
decislonwjaking; public relations; and Human relations. Through observa- 
tion, simulation, ^and/or intqrnship activities practical applications 
are Integrated into the coifrse content. ^ - ^ 

PRCREquiSITE: Bu^ines^ Management, Semester 1 .. . ; : 

QBJEfTIVES: Alf the' end of Study in Siisine$s Mana-gement, Semester'2, 
.the student wfll: \^ 

U Demonstrate qualities of leadersJ^I^ necessary for guiding and 
,-i^,v. .di recti the .activities c>f others. 

2..' Analyze and compare the importance of marketing, purchasing, 
banking, credit ^ and insurance as related to- successful* 
i • ^ business operation. 

3. Outline^tiwHirinciplels of financling a business and keeping 
businessvrecords. . ' j ' . 

4. Describe^he' 1 imitations whicp government has placed on 
^ • businesl!^. |' . 

5. Identify and describe the taxps (which are important to a_^^ 
* jDusinessman. i ^_^j«iP^ 

' 6. Denfonstrate an understanding of the method^ of designing an 

information system and the tQ|)ls used in' information processing. 

7. Analyze and compare. the specific services performed in an* 
office and the essential probtems of organizing and operating 

' an office. * ) 

8. Apply the procedures of reseiarch for planning and decision- 
making. ' ' . ^ 

9. Demonstrate desirable personal traits necessary for success 
in a management position. 

10. Demonstrate an understanding t)f the factors the businessman 
must consider in determining what, when. Where, and how much^ 

to purchase. ' • 

11. Indicate, an awareness of the variety of sources from which a 
businessman can obtain financing. 

12. Explain why a business may use an information processing 
system and how the feasibility of using such a system is 
determined: 

13. Demonstrate an understanding of economic terminology related 
to business ownership and management- 

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES: 

Outline Activities 



1. Leadership 

a . Pari i amen tary procedure 

b. Leadership development 



Discuss qualities persons Should 
possess to become president of 
an organization- 
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Outline 

Conmunicdtioni 

a. Telephone 

b. Business letters 

c. Report writing i 

d. 'Using reference materials 

e. (Originating/recording 
' information 

Marketing . 

a. Marketing concept 

b. ^ Marketing functions 

c. Marketing plans 

d. Product planning and 
pricing 

e. Advertising ^ind promotion 
actiyitt'es 

f. Location and layout 

g. Careers in marketing^ 

Purchasing and Production 
a. Purchasing problems 
b/ Purchasing guidelines 

c. . Purchasing procedures 

d. Stock control 

e. Manufacturing problems 

f. Shipping and transportation • 
operations 

g. Loss prevention 

Fi nanci al Management 

a. Financial requirements of 
. . a business 

b. Financing a business 
(C. 'Banking and credit 

d. iFi nanci al reciojrds 

e. Business insuif^ance 

Government and Business 

a. Regulations to maintain 
competition 

b. Regulations affecting 
property rights 

c. Regulations protecting 
general welfare ' 

d. Regulations protecting 
consumers 

e. Taxation of business 

Managing Information/ 

a. Information systems 

b. Financial records 

c. Office services 

d. Research for planning 

and decision-making . ' 



Activities 

When guests visit or speak to c 
the class, have students intro- 
duce them. 

• Nominelte and elect officers in 
the class and conduct meetings 
applying rules of parliamentary 
procedure. 

Relate the Leadership unit to 
, FBLA by encouraging students 
to enter the Pari iamentary 
Procedure competitive everft 
and by -helping them prepare ftfr 
it. 

Pjfesent oral and/or written re- 
ports On leadership, including 
characteristics, need ^'or-, 
steps/to/and values' of having 
leaders^hip abil ity. 

Participate in rp]e playing, using 
telephone. Use evaluation check- 
list. 

Locate and list correct numbers 
and/or information for selected, 
items from local telephone 
directory. ^ 

Compose letter requesting adjust- 
ment on shipjnent of 'items- for ^ 
resale that were damaged in 
transit. ' 

Write sales letter to be sent to 
all charge customers promoting 
a new product. 

Compose and type t^^ansmittal 
letter sending remitjtance for 
a shipment of gbods. • 

._Jlai^g^^udent (s) survey an area . 
of 25 homes in their neighborhood 
to determine, for example,, the 
kinds of cereal u^ed, tabulate 
the results of their survey, ^ind 
prepare a written report of the 
results. The report shouldT-^e- 
scribe^'he pr;oceis , show in chart 
or graph form the relative popu- 
larity of th^ various kinds, and 
summarize conrlusions. Each 
student should select a different 
product. 
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Compile list of sources forj 
. selected items of information. 

Discuss sources of information 
a. businessman may use for 
various purposes. 



Practice 
ment with 
copy. 



ising dictating equip- 
typed or Handwritten 



Compose and record simultaneously 
Evaluate ttape for enunciation, 
word usagq, and thought patterns. 

Discuss chjannels of distribution 
from raw mBterial to final form. 
Prepare' distribution plan(s) 



for specif 



c product(s) and de- 



n 



pict in graphic form. 

Organize m< rketing,^plan for 
product intlud'ing pr<Sduct plan, 
•brand name, packaging and labelini 

and pricing. 

* 

Collect ads from newspapers and 
magazines; discuss appeal used 
by advertiser, probable audience 
reached, affecti veness of ads, 
and use of brand names and 
slogans. ^ ' 

Discuss federal and state regu- 
lations foif packaging and 
labeling. / 

Use actXja/1 m:>€Kiafr4>s^.,^^ 

product iKe cycle and otTfer^''^vc>i; 

prodtict concepts . '"-^ 

Prepare a bulletin board display 
of various forms used in-connecti( 
with sales ; i.e., invoices, 
credit memoranda, price tags, 
sales slips and tickets, charge, 
slips, etc. 

Invite a guest speaker to discuss 
with. the class one or more of 
the various aspects of the 
marketing unit. 
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Ac tivities 

,..B4^inq in sevey^l- samples of 
different types of products 
and elicit from, students the 
possible buying motives for 
each% . ' 

Give students case problems 
• describing the physical 
distribution of products and 
have them identify the trade 
channels used, 

. Discuss career opportunities 
in marketing including job 
titles and descriptions and 
advancement channels, 

. Discuss the personal qualities 
and job competencies needed 
by a good salesperson. 

. Simulate sales techniques - 
^through role playing. \ 

Have studen1;(s) report oiji 
.North Carolina sales tax laws 
and follow with discussion on 
taxes added to the purchase 
price and the seller*s, legal 
j)bl igatioR. 

. Give students problems involving 
simple price computations to 
emphasize the concept rather 
than the mathematical calcula- 
tions. 

. Have students collect limples of^ 
sales promotion devices such as 
a product sample, a factory pack 
premium, or a price-oriented 
promotion and discuss with class. 

. Make a complete adv'ertiS'i^ng and 
promotion plan for a selected 
business,' indicating the types 
of advertising, frequency, sche* 
dule, and cpst. 

Conduct study of possible locations 
for a selected Hwjsiness ; choose 
best location, draw map of loca- 
tion including nearby businesses, 
and give specific reasons for 
J ' selecting location. 
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Activities 

. Prepare a detailed list of 
equipment needed in a -Selected 
business and prepare layout. 

Prepare a bulletin board display 
of ^he forms/used in connection 
with purchasing. Arrange in the 
form of a chart tracing the 
purchasing procedure. 

. Obtain sample Invoices and ' 
discuss various sections. 

. Have students fill in purchase, 
orders, invoices, requisitions, 
etc., based on given informa- 
tion. Use typewriters and • 
adding machines or calculators:' 

. Bring to class three or four , 
examples .of thre same typ'e of 
product. Have studfents rank 
first, second , third, ;.etc., 
choice , and tabulate. This 
would tfien be the basis for 
class discussion on why people 
» buy as they do and how their 
habits affect the purchasing 
decisions of the store buyer. 

. Compute di scounts and net 
amounts for case problems , 
using adding machines or 
calculators . * 

. Establish purchase plan for a 
^selected item. 

. For a selected business, establis! 
pl^s, for determining goods 
need^, and for purchasing, 
receiving, and'liandi in^ stock. 

. Have students relate experiences 
in receiving and unpacking ship- 
ments and in stock control 
from part-time jobs. 

. Display forms use^ for stock 
control . 

jf 

Secure inventory forms from 
local businesses and discuss. ' 
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* Activities 

Analyze V ccMtjpare, and discuss 
differ^entes in invoices , and 
purchase orders. - ^ \ ' 

Bring to class a variety of 
items^ andrdisd>jss the purchasing* 
problems related 'to each* 

Invite a buyer from a local 
store to speak on purchasing^ 
problems^ or have a student - 
interview a buyer and report 
to cl&ss. 

Select specific product to be 
shipped various distances and 
determine rates and charges 
by all -available carriers/ 
Decide best carrier. for each 
product. 

Invite the head lof a local manu- 
f^turing firm ^to discuss with 
tJ^ class how his plant operation 
i? organized to control labor, 
materials, layout, and equipment 
for efficient production control. 

Invite representative from 
local, business to discuss 
strategies for loss prevention. 

>..-■■ 
f^repare estimate of capital 
needs for a selected business. ^ 

Have group of students prepare 
bar graph showing relationship 
of expenses to gross receipts 
for different types of businesses 
Discuss possible reasons for ' 
differences. 

Survey local b.usinesses to 
determine types of cash control 
used and report to class. 

Pr^are financial plan ^or ^ 
selected business sliowing 
available, capital and plans for 
financing balarjce needed. • 
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Activities 



Invite a local small business 
owneV to explain how |^/she 
determined capital requirements 
.and obtained needed capital 
for his/her business. 

Htwe student'(s) interview 
lo«a1 banker(s) to det€!1rm>ne 
the loans available, to t'he 
small business owner and the ^ 
types of security. required, 
or have a. banker discuss this 
with the clas?. Include in* 
discussion, comparison- of • ' 
-various types of lending >n- 
«6t1tutions. . ' 

r « 

Ha^ students ^prepare simple 
balance sheets^ and income state- 
ment^. Stress theisimportance 
of these documents and what 
they show/i Do not require £he 
same attention to detail as ^' 
requirki in an accounting class, 
but ratner stress the concepts?. 



Have students talk to lecal 
business owners about the kinds 
of records kept and the irlforma- 
Jtion processing techniques used, - 
and report to class. Or -.use a 
guest speaker^ or plan afield 
trip, if possible. 

Arrange a field trip to your 
' school data processing center, ^ 
if you have one, for an explana- 
tion of how school records are 
kept. ^ 

Participate in Mr. Banker games. 

Simulate a collection service. 

Analyze financial statements of ^ 
tjvo companies and make recom- 
mendations for offering or 
refusing credit. 

Obtain credit application forms 
fi^m two stores, complete forms, 
anVdiscuss types of information 
requested. ' * " 
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Activities 



Contact Topal busfnesses to ^ 
determine how uncollectible 
accounts afe han£l^. 

Discuss case problems on state 
of limitations and" bankruptcy, 
and/or invite lawyer to discuss 
with the class. »\ 

Compose and type credit" and^^ 
collection letters for' various 
typ^s of overdue accounts. / 

Invite loca? business representa- 
tive and/or insurance agent^to 
discuss various types of business 
insurance. ' 

Have studerj<:(s) visit local food 
store and examine and evaluayte 
labels on various J^d^ product^. 
Present oral and/or written 
repbrt on label ir^formation 
pertaining to contents, standards 
grades, and inspection. 
✓ 

Research and report on federal , 
state, and lopal regulations, 
including lic^ns'es, that apply 
to selected businesses;- deter^ 
mine 'zoning regulations involved, 
and indicate whether business 
can operate in selected location( 

Conduct a study of ^types of taxes 
for which 'a selectid business 
will be liable an^ie^imate cost 
for a year. 

Solve case problems concerning 
the 'analyzing and interpreting 
of financial records, ~^ ■ 

Develop accounting system for 
selected business and identify^ 
accounting practices. 

Sol,ve case problems on cash contr 

Prepare detailed budget for operS 
tion of a selected business for . 
one year. * • ' , 
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Outline ■ ♦ ' , Activities 



( . ^. Comaute financial ratios 'and use 

• \ < tho^ ratios in analyzing a 

company, 



• . .Plan a 'departmental office manual 
/.I \ r for a stenographic^^artment. 

* • . Prepare 1 ist of eqoilpment needed 

V ^ in small office, indicate esti' 

/ ' ' mated cost of each iteiri, and 

determine total estimated* cost. 
Secure prices from Tocal dealers 



/ ^ , . Discijss trends and changes irKJ 

. ^ business conditions that may ^ 

affect any business. ' ^ 

J . CompiTe list of^sources in to^al 

community from which businessmen 
can obtain information on busi- 
ness cdhditioas and trends. 
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EVALUATION: ; VaWous procedures should be* developed* by the instructor'to 
obtain pertinent information /concerning the achievement and pr^^gress of 
'^ch student. The number and variety of methods used-^iTl-^fe^n^ upon 
thVJnitiati ve and resourcefulness of the instructor. Suggested methods 
of evaluation include the following: 7^' 

1. IV-jnted tests correlated with the-iextbook. . ./ \ 

2. Standardized tests with no reference to a particular text. 

3. Teach^r-made^^^hcxr-t^nswer, essayy^and pVoblemrSolving tests. 

4. Observation of cla^s partjcipatton and attitudes. 

5. Evaluation of promj^tpess, neatness, accuracy, and legibility 
^, of assigned work. a ^ 

6. Evaluation or use of business terminology in oral and written 
, assignments and tests. \ ' 

.7. Evalu^ition.of quality and quantity of participation in . 
small -group projects. 
- '8. 'Initiative and resourcefulness^ in completing research projects 
^ , using reference materials and resource persons. 

9. Evaluation of analysis of case problems based on apprppriate- 
jiess and reasons for decisions. 



INSTRUCTIONAL MEOIA: The media may include current textbooks, r»eference 
books, pamphlets and brochures, business forms transparencies , fiflffev 
filmstrips, j:assett|s, charts, posters, games, case studies, dictionaf^ies 
periodicals,, *nd bulletin board displays. . v 



INSTRUCTIONAL APPROACHES: Instructional approaches should include a 
combination of individual and group activities using a variety of 
techniques. These techniques may include lecture, olass discussion, 
field trips, guest speakers , .self-jpaced If^struction , learning activity 
packets, role playing, business games, simulations, and individual 
* projects. . . 

FACILITIES, EQUIPMENT, AND SUPPLIES: W Section VIII of this guide. 
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, SDPI NO. 631f COURSE TITLE: . Business Mathematics O.E. CODE; 14.0^00 

CtWIRSE^ BESCRIPTION: Thii couns^; is designed to enabje the student to 
improve computational skijls and to apply these skills'in the perfor- 
mance of office tasks. Areas of study include basic -skil 15 review, — ' , ' 
cash records and banking, buying and selling, apd credit. Appropriate 
r-QjUa.1nes is. forms are used in each unit. Adding machines and/or^calcukitbrs 
should be.avaWable for student^e. 

IVi^i Grades 10, 11, 12 CREDIT; 1 Unit LENGTH: 2 Semesters ' 
PREREQUISITE: Norfe ' , ' . 

OBJECTIVES: At the end of study in Business'Mathematics, Semester 1, 
the student will: ^ ; ^ . ^ 

1. Perform computations and prep^^re forms for handling a , - 
checking account, including recontil ing the bank state- 
. ^ ment, using adding machine or calculator and following 
verbal and written instructions, and aud# until all 
. work is correct. ^. ^ r ^ 

' 2. Prepare and compute sales tickets and invoices with 

extens;ions, totals, and salesv tax, /yising adding mac hi ' Y 
or calculator and following veKbal ^d written instructions,* / 
an^udit until all work is iJbrrect. ' 

\ 3. Compute trade and cash discounts, finajRce charges, interest^ / . 
and discounts on notes, from^source documents with, adding* 
. machine or calculator,* following verbal and written in- 
structions, and audit until all work is correct. * 

4. Compute metric and Engl ish measurements accurately. 

5. ' Audit given data and compute correcti5ns. ^ 

6. Explain verbally to another student an 'answer and its 
• meaning so that, it is understood. i ' 

/ \ / ' , 

7. Talerate routine work without exhibiting signs of frustration 
or anger. ' - 

8. Work well with others involved in same tas,ks without reveal- 
ing resentment or irritation. ^' \ 

-^CONTENT OUTLINE AND SAMPLE TEACHING/ LEARNING ACTIVITIES: 

^ . ^ / 

'Outline Activities 

■> • * , ^ 

1. Basic Skill s, Review . Pretest student kn^l edge and^i 11 

. a. Fundamental processes . in fundamental processes, decimals, ' 

/ b. Aliquot parts and fractions, and "percentages ; assign 

fractions individual ii^ed instructionaV packets 

c. Decimals and percentages and provide individual ass'i staffte * 

as needed . ' 



\ 
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Outline 

d» ^ ConinQa weights aitd 
, measures * 

(1.) Engffsh (U.S.) system 
(2) Metri6 system ^ 
, ' — 
Cash Records and Banking 
a. Personal ^^^-^ 
*b. Business 



Activities 



3. Buying and Selling 
a> Sales ,taxes 
Sales tickets 
Invoices • 

iscounts, 

V / Pr#its 

/ Jk^^ Credit 

a. 'Chyge accounts " 
h. .Installment buying 
c. Promissory notes 




4, 



Discuss importance of accurate 
mathematical computations and 
records in the business officer 
include consumer-related problems ^ \ 
when appropriate. * ^ 

Dtenionstrate use of bidding machine 
and/or calculator using touch control 
if machines are available. 

If adding machines and/or calculators 
are available *for student use, use 
sel f -instructional packets for 
students to learn correct machineT 
operation using touch control and 
proper techniques/ If each student 
does not have a machine, this may • 
be done on rotation, during review of^ 
fundamental Rrocess^s. » 



Use student demonstration or expla- 
nation when appropriate. 



Use the textbook(s) as source and 
develoto instructional packets for 
various units throughout the course: 
A packet mighj include instruction 
sheet(s), testbook(s), self-€valu- 
atlon(s) ,. and answers to self-eValu- 
ation(s). This permits selectibn of 
material geared to ability leyel of 
student. It^may be appropriaixe for 
students to work individually on 
some units and in small groups on 
other units . 



Prepare .bul letin board display showing 
metric i^surements. 

Solve problems involving metric measure 
ments. ^ 

>. 

Obtain and display samples of business 
forms used in banking, buying, selling, 
and credit. ^ 

Complete a* simulatied project involving 
the use of a ch^ckir)g account with tran 
actions covering one month, including t 
reconciliation of the bank statement. 
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Outline - > • ; , ' - Activities \ 

' V ^ • "^v® students Check computations , / ^ 

, : on business forms to detenninfe ' ^ / 

accuracy. Usa forms swcTi as invoices/ 

. ^ and sales tickets, some of which have 

A * — terrors in computations. • 

X . ■ — ' ^ • . . • j ^ r » 

. * ^ Have students compute. extension? dh4\ \ 

. \ totals on invoices. 

. Complete a simulated project involving » 

' / ^ the Payment vOf invoices within the 

discount period, including ;decid^ngj • 

• . ' y,h^P to pay^ verifying computations 

* \ . \ on each invoice, computing discounts, 

, • and writing checks/ n\ 

.j^^ >/ J i Cpmputer and' discuss additional cost . 

T ' • » \ of goods represented in finance charges 

' \ and interest costs. . * , 

\ , Discuss reasons business sometimes 1. 

§ . * • finds it feasible and practical to * 

^ . J borrow money and /Sol ve problems 

' irtvolvins decision-malting as related 

' • ' to this principle. , ^ 



/ 



^ ^ - Business Mathematics ^ ^ ' 

' , Semester 2 * ^ . 

COURSE DESCRIPTlOw: This course is' designed to perqiit continued ^mpl^ove- 
^ mfint In computational skills. and continued appl ication of these "skilt^ in 
, the performance of office tasks. ^ Areas of stud:^ indTude payroll , intome 

tax, ihvestments and capitaV;. business graphSj afHd computer mathematics. 

Appropriate business forms -are used iri each unit. Adding. machines and/or 

calgulators'should be*(p/ai labile for student use. * • V 

OBjEGTIVES: At the-end'of study 'in Business Mathematics, Semester 2, 
the student will: ' \^ , > \ , 

^ l."* Compute entire payroll from sourc0 documents with adding 7v 

machine or calcOl a tor, following vterbal and^ritten instructions 
land audit until all work /'is correct. ' - r 

v^ '- ' . ' . ^ -•' ' ;^ '\ 

Complete forms anci perfoifm cpmpu^^itions for filing an individual 
federa^^ a'nd state>income^ tax r^etu^Aj^fo'llowing written instruc- 
tipns^, and audit until all work»ils coripect. 

3. Col! ^ * • " ■ 



impute earnings >firom .investment with adding machine or 
cafcQlator;, fol Icjwing verbal ancp^written instructions, ^d 
audit until all worjj is correct. ^ 

4. Convert numbers accurately: decimal tcu!binary, binary to 
^ decimal and jiudit until ^correct. 



5. Interpret, extract, and report correctly data on line, bar, 
and' circle graphs. , ' ^ 

6. Use data in r'^ports to construct bar, line, and circle graphs 
•to represent relationships. \\ r j 

• ♦ ^ f ■ 

7: Audit given data and compute corrections/. ' - 

8. /Explain verbally to another student an answer and its meani^ng ^ 

so that it is understood. ./ 

' ' vi . . . 

9. Tolerate routiri^"*^rk without exhibiting signs of frustration^ 
or anger. - 

10. Work well with others involved i\i same ta^sks wjthout revealing 
reserilm^n^t or irritation. / 

J CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: V- 

Outline ^ , Activities 

^ ^ . ' ~~ ~ 

1. Payroll ^ PreparjB bulletin board display of 

a. . Gross earnings i forms u$ed -in preparing payroll. 

b. "^Deductions 

c. The payroll regisVer ^ . ' Complete simulated payroll prbject.. 



d. I Income tax returns 



2, T^if^^ and capital - 

a/ Savings accounts • 
b\ Stocks 
^ c. ^onds 

Partnership 

Bus^ess GraphSi - Preparation 
I'^t^P^^etation, and Uje 

a. Bar;5^graph£i 

b. Line graphs *V 
Q. Circle graphs 

4. Ciimputer Mathematics ^ 
a<^|[Decimal system V 
b. Binary syst^- 



/ 



Activities 

V Gprnplete l^S income tax n^rbjec^ and 
.slite .income tax project.- ^ 

. 'Compute earnings* from various tyL^-, 
^of investments a n<i compare yields as 

basis for. deciding type 'of invM^ 
jTjPjflx to chfoose in certain situftionf. 

. ^ Kave groups, of students fprm imaginary 
partnerships and/decide invpsjtment 
OT each partner/ 

. Have each student analyze the cost 
of ail, item wh'ich he finds iniere^ting* 

. Prepare line graph^ of sales- records to 
show monthly and seasQnal increases and 
decreases/ 

. Prepare '&ar graph t6 compare sales for 
■ various, m'embers of salis staff.. 

- ■ ■ \ ^ 

Prepare circle graph to shgfw sjTurces 
of income for a- business, 

Use resource speaws for ^pprojDi^iate 
topics. 
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Discuss the binary system and its 
relation to^the compyter aVid have 
studerrts- complete prolyl ems converting 
decimals to binary and binary tg i - 
decimals. ] ' 



EVALUATrON: Various techniqjj^t^i sho6ld be employed by the instructor to 
obtain pertinent information concerning the achievement and progress of ' 
students: The number and variety of methods used will depend Upon the 
' initiative, and resourcefu-lness pf the instructor. Some of thes'e methods 
include: ' ^' . 

1. Printed tes\s '"correlated with the textbook 

2. Standardized tests with no reference to a particular textbook 

3 . Teac her-made* probl em t^s ^ , ' 

4. Commercially prepared-^ and/or teacher-prepared simulated projects 

5. Observation of promptness, neatness, accuracy, and legibility in 
assigned wor^ } , 

• 6. Observation of machine technique'i 

7. Observation pf ability to give verbal 'explanation. of probl^ 

8. Observation of attitude and ability to work with others and to 
toterate routine, detailed work with. computations 
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IfiSTRUCTIONAL MEDIA: The liedia used may include current text materiajs, 
drill materials, workbooksf, transparencies, films, filmstrips, cassettes, 
charts a/d posters, bulletin board displays, and individualized learning 
,paqkets/ 

INSTRUCTIOML APPROACHES: Instructional approaches should include h • 
combination of individual and group activities using a variet;y if tech- 
niques. These techniques may include drills, job instruction .sheets , 
.individually prescribed instruction, programmed instruction, learning 
activitiy packets, and teacher and s.tudent demonstration! See also 
pages 33 - 34 of thjs guide. 



FACILITIES, EQUIPMENT, AND SUPPLIES: Refer to Section VIII of this guide. 



♦ , 
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.SDPI NO.: 6712 COURSE TITLE: Data Entry 0. E. CODE: M4. 0200 

■ « 

. COURSE. DESCRIPTION: This course i s^ designed to develop a salable skill 
in the operation of data entry equipment. A study x)f^ the role data 
entry operations play in a business environment and the types of data 
entry equipment are also included. ' , ' 

" • . /•■'"• : • ' ■ ■ 

LEVEL: 10, 11, 12 • CREDIT: ^ Unit LENGTH: T.Semester 

PREREQUISITE: Typewriting I 

OBJECTIVES: At the. end of study in Data Entry'the student will: 

1. List the major developments in the history of data processing. 

2. Define basic data processing termi^logy. , 

3. Explain the data -processing cycle. 

4. Explain the differences in manual-, mechanical, unit record, 
and electronic data processing. 

.5. Explain how the computer affects businesses and individuals. ^ 

,6. Identify various applications appropriate for data entry 
equipment based upon observations in industry. \ ^ 

7. Identify various "Input/output devices and media associated*^ 
with data processing systems. 

.8. Operate data entry nrachines so that the data is usable for 

the next stop of the system, is free from errors, and is 
- <■ prepared with an acceptable degree of speed necessary for 
empl oyment. V 

9. Maintain a correct loq of daily jobs. ^ ^ 

10. Handle materials and equipment in a responsible manner. 

n. Follow oral or written instructions for performing job tasks. 

12. * List ond explain the educational background, personal 

qualities, and work experience needed for'various careers 
associated with computer .input devices. 

13. Function cooperatively with fellow workers and supervi sc5i^s . 

14. Demonstrate acceptable interviewing skills to be ^considered 
tor a Job as a data e'ntry operator. . " 

CONTENT OUTLINF AND SUHGESTFD TEACHING/LEARNING ACTIVITIES^ 

Outlinf^ /- ' , ^ Activities * 

' ^. 1^ ■• . 

1. Brief History and levels of . , Prepare a report- abouf the con- 

Data Processing - tributions to^data processing 

a. Early records ^ made f?y Herman Hollerith. 
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Outl ine 



Acti vi ties 



b. Manual data ^processing" 

d. ^ M(5^:hanical data procefssing 
d*. Unit record data processing 

e. El ectronif data proce's.s'ing 



Data Processing Cycle 

a. ^ Origination ^ 

b. Input 

c. Processirjf^ 
j.d. , Output 

e. Use of data 



3. Use of Computers in Business 
and Industry 

a. Medical profession 

b. Airlfne industry 
X. Retail stores 

d. Governmental agencies 

4: Use of Data Entry Equipment 
in Business and Tndustry 



Input and Output Methods 
and Media ' 

a. "Punched card 

b. Paper- *Jt'ape 

c. ^'Magnetic ink character 
^ recQgni tion ^ 

d. OpticaU character 
recognition .' 

e. Point of sal e 
automation 

f. Printer's > 

g. Card punch ^ 

h. Digital display ternignal 
Graphic display terminal 

-Computer output riicrofilni 
and microfiche 



Arrange small group visits to 
' (1.) a unit record equipment 
installation and (2) electronic 
data processing installation. 
Compar(^ the findings. 

Prepare a report explaining 
the 'Significance of the 1890 
U.S; cen'sus to tlate^ processing. 

Compare manual process and 
automated process of com- 
pleting. a payroll 

Prepare^a bulletin board d^- 
^picting the data processing 
cycle. 

Have a gffest speaker from 

the medical profession 'to " ^ 

discuss the impact of computers 

on the practice of medicine. 
W 



Survey local businesses to 
determine which types of data 
e{itry equipment are bei^g ' 
used in the 'area. ^ 

• Prepare bul 1 etir> board about 
input and output media. 

prepare a report alout the 
effects of point of sale auttJ- 
mation on the grocery industry. 

''obtain 1 i terature about input 
and output devices from periodi- 
cals , manufatturers , and advertise- 

■ ments . ' . ' ^ 

Visit a loca\ bank to, deterrtii ne 
the uses of CRT terminals. ■ 

Compare and contrast punched 
cards and flexible flisks citing 
vthe advantage and disadvantages 
Relative to each . . ' ^ 

Invite speakers to discuss- the 
uses of output data and its 
'importance to the effective 
operation of a business. 
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Ou tline 

Data Entry Machine Operation 

a. Source documents 

b. Card formats* and^ organiza- 
tion 

Program ctfrd codes 
Operating features of ^ 
data entry equipment 
Keystroke (JevelopiTient 
Preparation of input data 




E mp 1 oy me n t , Opportunities 

in Data Processing 

a. Types of jobs ^ 

(1) Data entry operators 

(2) Data processing clerks 

( 3 ) Te rmi na 1 compu te r 
operators/ 

(4) ^P^grammers 

(5) Systems analysts 

Securing ;ja Job as a Data 

Entry Operator 

a. Appl i cation \ 

h. Interview 

c. Fol low-up letter • 



Activities 

Display examples of source 
documents . 

Discuss the advantages and dis- 
advantages of using punched 
cards as input media. 

Explain the format of input 
data cards . 

Explain and demonstrate the 
-purpose of program cards.. 

Prepare program cards* for 
batch processing jobs. 

Practice keystrojfin^ exercises. 

Use cofnmerciaLly or teacher- 
prepared task simulations in- 
volving batch processing of ,. 
payroll, i^entory, customer 
sales, accourvts^payable^ and 
accounts receivable, ^ 

Prepare a list of computer- 
related jobs listed- .in 'the ^ 
"want ads" Of a newspaper'. • 

Invite guest speakers to discuss 
employment and advancement 
opportunities in data processing 



Have a local personnel manager 
discuss the importance ofan 
interview. 

Condijct sample interviews. 



EVALUATION: Standards *wi 1 1 vary according to the type of data entry 
equipment used in this class; however, minimum standards shpuld corre- 
late with those of industry. It is the teacher's responsibility to / 
determine the skill requirements needed for student.employalDil i ty. f 
number of , evaluation methods include: 

Observa^on 

Application and theory tests v 
Assigned simul ated mjpjects 
Ability to fol 1 ow ijjfi tten and oral directions 



1 . 
2. 
3. 
4. 



INSTF^LK:TI0NAL media: The media may include current data -entry text 
materials, pamphlets, transparencies, films, films trips , cassettes, 
bulletin boards, and simulated projects. 



INSTRUCTIONaV APPROACHES: Instructional ap\rodclte^ include a 
combination of individual and gjroup activitiB^ suggested -approaches^ 
include field trips, guest splicers /business Simulations (teacher>- 
and commercially prepared), integrated projects, and self-paced \ 
instruction. 



•"V 



FACILITIES, EQ4JIPMENT, ANJ SUPPLIES: See Section VIII of this gu1 
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aOPI NO.: 6722 COURSE TITLE: Data Processing I O.E. CODE: 14.0200 

COURSE DESCRIPTION;! This course is designed to equip^the student with 
a background of |data processing concepts, fundamentals of input/output 
media, imp?ict Q(r computers on businesses and individuals, empfloyment 
oppGctunities irNdata processing, .flowcharting and a basic under- ^ 
'Standing of current computer programming languages, A computer or 
compiiter terminal is eised for hands-on operational experiences. A 
student who has successful Ij*- completed Introduction to Data 'Processing* 
shoula enroll in the second semester 'of Data Processing I. * 

LEVEL: Grades 11, 12 CREDIT: 1 JJnit LENGTH: 1 Year 

PREREQUISITE: None < • ■ 

OBJEpTIVES:,-' At the end of study in Data Processing I, the student 
will: 

1. Li'st the major developments in the history of data processing. 



Explain the differe^nces in manual, mechanical , unit record 
and electronic data processing. 

.3. Define befsic data processing terminology and^the data 
processing cycle. 

4. Discuss positions taken about current issues involving 
computers . ^ 

5. Identify applications appropriate for a computer -system in 
business and industry. ^ • . 

6. Fxplain the effects of computers on activities of individuals. 

fl^pntify capabilities and limitations of a computer system. 

Identify various input/output devices and media associated 
with data processing systems. / 

9. Identify" the hardware and software used in selected computer 
systems . 

10. Explain the impact of mini computers on business organiza- 
tions and individuals. ^ 

IV Explain the purpose of system and program flowcharting. 

12. Differientiate between^ on 1 ine and offline data processing. ' 

3. Explain the advantages, disadvantages and applications of 
various types of computer programmingManguages., 

14; Develop program logic charts, 

15.. Write and execute programs in at least two computer languages. 



16. 



Use data entry equipment to'* prepare computer progran;s. 



17. Use the computer as a deci si^on-inaking tooJ in %ee'kfng a 
solution to specified problems. 

18. ' Follow^oral and written directions.- 

19- Summarize computer output and convert into usable reports. 

20. Derrjpnstrate acceptable work atti tud^ and behavic^r. 

21. Maintain work area in an acceptable manner. 

22. Handle materials, tools, and equipment in a responsible 
manner. 

23. List and explain the educational background, personal 
qualities, and work experience needed for various caree/s 
4n data processing. 

CONTENT OUt\iNE AND SUGGESTED TEACHING/LEARNING ACTIVITIES: 



Outline 

Brief History and Levels 
of Data Processing/ ' 

a. Early records ' 

b. Manual data processing 

c. Mechanical data processing 

d. Uni t record data 
. process ing 

e. Electronic data processing 



Data Processing Cycle 

a. Origination 

b. Input 

c. ^ Processing 

d. Output . 

e. Use of data 



Use of-Alomputers in 
Business and Industry 

a. Accounts payable systems 

b. Accounts receivable 
systems 

c. Payrol 1 systems 

d. Inventory systems 



Activities 

Prepare a report about the 
contributions to data processing 
made by Herman Hollerith, Charles 
Babbage, Howard Arken, John 
Mauchly, and J. Presper Eckert. 

Illustrate decrease in size 
of data processing equipment 
by displaying vacuum tube, 
transistor, and integrated 
circuit. ^ 

Arrange smal 1 -group visits to 
(1) a unit record- equipment 
installation and (2) electronic 
data processing installation. 
Compare the findings. 

Prepare a booklet of data 
processing terms. 

Compare manual process and 
automated process of "billing" 
customers for goods or services. 

Construct flowcharts of a 
local businesses system for 
handling inventory and payroll. 

Survey local businesses to 
determine types of input used. 



t Outline 

Impact of Computers 

a. Medical profession 

b. ^ Airline industry 

c. Retail stores 

d. Governmental .agencies 

e. Individual activities 



Capabi 1 i ties afid 'Limitations 
of 'Computers 



Input and Output Methods 

and Media 

a. Punched card 

Paper tape 
c. Magnetic ink character 

recognition 
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Activities 

Prepare a bul letiir board *ibout 
the various x^ays people Confte 
in contact with computers. 

Conduct debates about- fundar 
mental' issues such as "compu- 
ter theft," "cashless society,*' 
"invasion of privacy by the 
users of computers/' and "data- 
banks." V 

Prepare a report' about how point 
of sale automatfon affects the 
grocery industry. " 

Compare manual and computerized 
methods of processing airline 
reservations. 

Discuss the impact of computers 
on the home, gas station, 
schools, and hobbyists. 

Design flowcharts to show the 
flow af tasks in making a 
teHpRtme cal 1 . 

Have guest speakers to discuss 
growth, speed, and cost^of 
computers us^^d in businesses. 

Discuss popMlar myths about 
computers . 

./Prepare aVeport about the 
number of manufacturers of 
computer systems. 

Oi.scuss 1984 nnH Bravp New 
World a? 

current id limita- 

tions of outers 

r^Discuss ways computer assisted 

instruction can be used-icu 
V- Business Mathematics. 

. Prepare bulletin boa^ about 
input and output media. 

Display examples of microfilm 
and microfiche. 
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Outi ine 

d. Optical character 
recognition 

e. Point of sale automation 

f. Printers 

g. Card punch 

h. Digital display terminal 
i;. Graphic display terminal 
j. Computer output microfilm 

and microfiche 

Minicomputers 
a\ Applications 

b. Advantages and limitations 

c. Itnpact for the) future 



Online and Offline Data 

a. Online and offline data 

input devices 

Realtime systems 
c. Applications 



Survey of Computer Languages 
a. Typps * _ 

(1) FORTRAN 

(2) COBOL 

(3) BASIC ^ 

(4) Other current computer 
languages 

h\ Advantages and disad- 
vantages of each 

Computer Languages - FORTRAN 

a. Nature of FORTRAN . , 

b. Hierarchy of operations 

c. Structure 

*(1 ) Character set - 

(2) Constants 

(3) Variables 

(4) Statements 

Computer Languages - COBOL* - 

a. Nature of COgOL 

b. Data organization 

(1) Description of files, 
records, and fields 

1 



. Activities n 

Compare and contrast punched 
cards and flexible disks citing 
the advantages and disadvan- 
tages relative to .each. 

"t. 

invite ^eakers to discuss the 
uses of output data and its 
importance to the effective 
operation of 'a business . 



Discuss possible uses o 




Ruters at a high school.. 

Prepare a summary of tjie most 
recent manufacturers' advertise- 
ments for minicomputers. 

Visit a local bank to determine 
the uses of CRT terminals. 

Discuss the advantage of real- 
time methods as opposed to 
batch processing methods to 
handle hotel reservations,^ 
bank accounts", and patient 
monitoring. ' - \^ 

Interview a local reserva- 
tionist's clerk about th!^ use 
of onl4ne equipment. 

Contact business firms to 
4atermine why they are using 
a particular lang.uage!f / • \ 



Devise abbreviations to use jn 
writing a source program in 
FORTRAN for these phrases, 
limited to five words 
, ^ (1 ) gross pay 

(2) hours worked 

(3) sales tax 
percentage 

Construct flowcharts. 

List steps involved in transl ating 
source program into machine 
language program. 

r r- 
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Outi ine 

(2) Types of data 
Divisions 



(1) 
(2) 
(3) 
(4) 
(5) 



Basic structure 
Coding n&qui rements 
Environment division » 
Data division 
Procedure division 



i 



1) 




' Acti vi ties 

Maintain a notebook of common • 
COBOL words or names. 

Obtain a^ copy of a COBCIL and 
FORTRAN program from a /computer 
center. Analyze what 4;^e pro- 
gram i^b designed to do. 

Explain how /a COBOL program can 
be modifiedr to be used pji a 
different /make of compii^er. 

Prepare a/bulletin board- listing 
and summarizing types of informa- 
tion contained in each program - 
division. , 

Discuss the processing of /pdating 
a file. / 

/ 

Construct prooi*jms from tested 
flowcharts ^nch test run until 
^^orrect. 

Assign teams to develop a -program 
for a problem solving \ /ity. 
Ch'j'jse the most appropn.. te 
solution. 



producing, 



Conj|truct a proqr 
a sales • port. 



Discuss differences inf FORTRAN 
and COBOL. 




Employment Opportunities 
in Oata Processi nq 
a. Types of jobs 

(1) Data entry operators 

(2) Data processing 
clerks 

(3) Terminal computer 
operators 

(4) Programmers 

(5) Systems Analysts. 

^ b. Educational background 
and training needed for 
data proGos^ng careers 
c. Employment demand 



Prepare a list of computer- 
related jobs lifted in the 
"want-ads'- of a newspaper. 

Invite gueSt^peakers to discuss 
employment affd advancement 
opportunities in data processing. 

Interview someone employed in 
data processing to determine 
educational and training back- 
ground needed for that career. 
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EVALUATION: Various procedures should be developed by the' instructor 
to obtain pertinent information conqerning the achievement and progress 
of StudeatsJ The number and variety of methods used will d^oi^nd upon 
the initi^ati^e and resourcefulness of the instructor. A f.ew>x)f these • 
methods include: ' - ; * 



Pi 



^ted tests correlated with the textfee^. ^ 



Standardized tests with no reference to a particular text. 
Teacher-made «hort-answer, essay, and problem-solving tests. 
Problems prepared in class and out of tlass. 
Evaluation of oral participation, discussion, homework, 
independent' study , and attitudes ' ^ 

6. ^:valuation of promptness, neatness, accuracy, and legibility 
in assigned work. 

7. Business simulations and projects. \ 

INSTRUCTIONAL MEDIA: The media may include current diata processing 
textbooks, supplementary data professing textbooks, pamphlets, 
workbooks, transparencies films , filmstrips, cassettes ,y^ta 
processing dictiimaries , and bulletin boards. - . c 

INSTRUCTIONAL APPROACHES: Instructional approaches may include a' 
combination of individual and group activities. Suggested 
approaches are field trips, guest speakers, practice sets, projects, 
self-pd instruction, and learning activity packages (commer- 
cially and teacher, prpprirpri) . 

FACi EQUn ui See Se^on VIII of this guide.. 
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SDPI NO,: V67;^3 COURSL 11^1.1: D.ita IVocessirKi 1 1 O. f.. CODL : H.OJ?0(^ 

*^ ^ ^ ^ ^ • 

.COURSE DESCRIPTION: H?is course is designed ts^each electro'n|ic data 
processing systems and procedures. Students/will write progre^lns in 
several progranming languages and will operate the computer systern. 
Each program prepared should be increasingly difficult and s(iould re^ 
late to the business world and to the student's des'ired field of • 
employment. Concentrated independent study concepts and simulations 
are utilized, ^ 

LEVEb: Grade 1? CREDIT f 1 Unit LENGTH:' M year (2 hours)' 

PREREQUISITES: Data Processing I ^ ,^ ' 

OBJECTIVES: At the" end -ofXstudy in Data ProcessingOl , the student 

. 1. List at least^five manufacturers of computer systems. 

2. Demonstrate proficiency in equipment, manipulation^ \ 

3. Execute programs correctly in it-^ast three programming^, 
languages and make modifications which allow programsJfta ^ 
run faster. \ 

4. N Analyze problems a^ use the computer a tool in. solving 
, problems^ \ 

/ " " * ^ ^ ' . , 

5. Define a business systeJ^i and explain the operation of 
commonly found business systems such as: accounts . 
payable, personnel accounting, payroll accounts receivable, ** 
and inventory. 

. V ' ' ^ 

6. Explain the importance of communication between programmers 
and managers of departments for whichjcom|ftu;ter systems 
serve. ^ 

7. Demonstrate desirable^personal traits necessary in a. 
data processing enviv-pnment . 

8. Demonstrate acceptable interviewing skills to be considered p 
-for a job in a data processing installation. 

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES 

' Outl ine ^ Activities 

1. Review of Computer Languages • Write programs and analyze output 

b' COBOL^^ ^ ' '^^^ ^^^^ studies as project 

' . V assignments to show typical jobs 

2. Advanced Programming "in that are commonly done with 
^ FORTRAN and COBOL computers. 

. ^> • Complete a term project based on 

realistic work situations. 

3. Computer Prograniming--RPG Visit computer installation 
a. Flowcharting review ' using FORTRAN or COBOL. 



- b. Language advantages and| 
disadvantages ^ 
cr Introduction 
d. Specifications , * 
(1 ) Input V 
- 62) Calculation 
(3) Output 
vi. (4) Control and file . ^ 
description ^ 
(^7 Extension and, line 

counter - 
Supplementary information 
. Programming 

, /j J } ■ 

(The computer la^guag^s taught may 
vary from reqipn u> ' 
region depeilfing upon equipment 
available antf language .used by " . 
local businesses) 



I 



Construct flowcharts 



List steps involVed Mn .trans ■ 
lating source program into 
machine J^anguage program. 



Write ,program§^ in fi^G^and' 
analyze output. ' 

Discuss differences ifi programming 
languages. . . 

Debug pVografhis Written by qth%r 
students . 



Prepare and^ design projec 
beneficial to the school 



Prepare community surveys and 
polls. 



4. Business ^Systems 

a. Accounts payable 

b. Personnel accou|f1!ing 

c. Payroll 

d. Accounts receivable 
\ e. ifiventor^ 



5. 



"Gbjecti ves 
Study 



of a System 



Independent Study 

a. Research 

(1) Library 

(2) Community 

(3) School 

b. Report 

c. Progremi 

d . Impl ications 



.^^^^udy school's system of doing 
attendance reports. 

Prepare a report on. a loca] 
company' s^ system of handling 
payrol 1 . 

Discuss ddst justif ication-of . 
a systems^ study. , 

Interview ^ systems analyst 
' about objectives of a systems 
study. ^ 

. Prepare library reading, 1 ists. 

Determine the number c/f men afid 
women in data processing jd'BFir. 

. Write a^ogram tjiat handles' 
some aspect of playing cards. 



Securing a Job in Data> 

Processing 

^ll^B^pplication 

tj: Interview 

c. Follow>-up 



Fill out application^ for 
businesses advertising a 
vacancy in data processing. 

Have a local data processing 
department manager *discuss the 
qualities' needed by a data 
processing worker. 



Discuss personal traits needed 
for ^a job in data processing. 

C(^nduct sample interviews'. 
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EVALUTION: Various procedures should be dev^J 
obtain pertinent information concerning the acl 
students. The number and variety of methods u| 
initiative and resourcefulness of the instt^ud 
include: , • * 



led by the instructor to 
nt and progress of ^ 
r^l depend upon the 
r. 'A few of these methods 



1. Printed tests correlated with the textbook. - 

2.1 Standardized tests wfth no reference' Jto a particular text." 

3. Teacher-made short-arvswer , e^sAy, and problem-solving tests. 

4. f!rob1 ems 'prepared in class and out of class. ^ \ . 

5. Evja-luation of oral participation, discusston", honfework, * ^• 
inrdeR^dent study, and attitudes. ^ 

6. ,Eval uati on of promptness , neatness, accuracy, and legibility 
m assigned work. ' , . 

7. business simulations and projects. ' 

ie data processing textbooks. 



INSTRUCTIONAL MEDIA: ^he media ma^^ 

supplementary data processing books^amphlets, workbooks, trails- 
parencies, films, and bulletin boaifds. ^ ' . " 

INSTRUCTIONAL APPROACHES; Instructional approaches , may include a com- • 
bination of individual- and group activities. Suggested appiroaches 
include field trips ^ guest spe^jj^rs, case studies, business iirrtulations , 
self-paced instruction, learning activity packages (commercially and 
teacher prepared), library research,, and independent study./ 



FACILITIES, EQUIPMENT, ^NO SUPPLIES: See Section VIII of this guide. 
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SOPI NO.: 6010 COURSE TITLE: Introduction to 0. E. CODE: 14.9900 
, ' Business 

COURSE DESCRIPTION (Semester 1): This course is a study of the role of 
business in our free enterprise system^ with major emphasis on the 
Individual as a consumer, a worker, a producer, and well -Informed 
citizen- Areas of study Include th,e free enterprise system; business 
and the consumer; insurance; banking; credi.t; investments ;, personal 
money management; business terraindlogy; the- relationships of govern- 
ment, business, and labor; and career opportunities in business. ^ 
PREQUISITE: None 

LEVEL: Grades 9, 10 CREDIT: 1 Unit . LENGTH: 2 Semesters 

OBJECTIVES: At the end of study in Introduction to Business, Semester 1, 
the student' will : -Jfl' - 

1. Demonstrate knowledges, abilities, attitudes, appreciation, 
^ and understanding af the free enterprise system, 

' 2. Demonstrate fundamental understandings for becoming intelligent 
buyers, users, and producers of business goods and services. 

3/ Demonstrate an understanding of basic economic risks and the 
role of insurance as protection, against these risks. 

4. Demonstrate an understanding of the role of banking institu- 
tions in the American economy and the application of banking 
services for the individual.. 



5. 



Demonstrate an unddrstanaing, of-the cocijcept of credi t as a 
major purchasing inedium for trie indi^gjdual and for business. 



6*. Demonstrate an understanding of and appreciatldn for estabfishing 
a sound savings and investment pr'ograra. 

/ 7. Demonstrate an understanding of and appreciation for personal 
money management. '. 

8. Demonstrate an und*rstandinq of the relationships of govarnment, 
■ business, and labor as they function and interact in our 

economic world. 

9. Demonstrate the ability to u^e business terminology correctly, 
as it applies to business activities. 

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES: 

Outline _ ^ ^ . Activitie s 

1. Free Enterprise System . Discuss the characteristic^ of 

. a. Profit motive ^ * .the American free enterprise^ 

b. Business organization system. 

(1) Classification of ^ " 
businesses - 

(2) Structure and ownership 

l.,^ • ... ■ , 



Outline h 

* 

c. Business cycles 

(1) Economic trends 

(2) Buslness'reactlon to 
trends 

d. Economic systems 
(V) Planned ecoriomy 
(2) Mixed economy 

Businetss and the Consumer 

a. Buymanship 

(1) Comparison shopping 

(2) Advertising analysis 

b. Consumer protection 

(1) Government agencies 

(2) Private agencies 

c. Sou»%fes of consumer informatix)n 

Economic Risks and Insurance 

a. Purpose 

b. Kinds of insurance 

^ (1) Life . . 

(2) Health and accident 

(3) Property 

(4) Automobile , 
' (S) Income 

Insurance planning 

Banks and Banking Services * 

a. Functions of banks 

b. Services provided by banks 
(1 ) Checking ^ 

<2) '•Savings ' ' ^ . 

(3) Trusts. 

c. Consumer loans 

d. Function of -the Federal 
Reserve Sys'tem 

Credit • ^ 

a. Consumer credit ^ T 
(1) Installment 

X2) Non-in4taTlment ' 

b. Advantagesaind 
disadvanl^Pges 

c. Basis for granting credit^ r 

d. Interest rates . 

e. Government regulations 

Savings and Investments 

a. Savings 

(1) Purposes 

(2) Methods 

b. Investments^ 

(1) Reasons for investing # 

(2) Types of investments 

I'll 



150 



Ac tivities 

idfentify arjd/pr compare the \ 
proprietorship., partnehship, • 
corporation , and cobperati ves . 

Describe the conditions that 
exist in periods of prosperij^y, 
recession, and depression. 

I '. ..' 

Compare bur economic system , to 
those .of other countries. 

Identify factors "that influence 
^consumer chbices. 

Discuss emo^iona] and rational 
buying. / - , ^ . 

Obtain and analyze various adver- ' 
ti semen ts geared to the teenage 
consuwin. 

Discuss the relationship of . 
quality and price atid c6mpariwi 
shopping. . , * " / 

Describe the government's rolW_^^ 

tn consumer -Drotection. 

- - ' » . 

Research the 'laws designed to 
protect th^ consumer dnd present ^ 
fn group activities. 

Discuss the rtacent emergence of 
consumer awareness grpups. 

Difeuss the reasons individuals, 
families, and businesses need 
insurance. 

ExRlain the concept of sharing ^ 
economic risks. 

Identify the various types of 
life insurance and the purpose^k'^ 
of each. . ^ 

Obtain and discuss a life insurance 
aboli cation. 

. 'V- 

Describe life insurance as a means 
of saving. 

Determine and explain the various 
types of health and accident 
i ranee - . 



' Out Tine 
{Continued) ' ' 

(3) Investment risks v , 

(4) Sources of investment 
^ information 

Money Management and Budgeting 

a. Needs vs wants 

b. Factors- influencing consumer, 
choice 

c. Money management program 

(1) Budget preparation 

(2) Budget execution ' 

GoveVnmept, Business, and Labor 

a. Levels ot government 

Interaction of government i 
business, and consumers 

c. Taxes 

d. The labor movement 
(1 ) Labor unions / 

r{Z) ' Labor-managentent 
• ' relation/ 
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Activities 

Identify the reasons for 
purchasing, property insurance. 

identify and describe liability, 
^comprehensive, afnd collision 
insurance. 

Describe the social security 
program and its role in retire- • 
ment. ^ - J.^" 

DLisplay and discuss various 
insurancelpol icies. ' 

Identify precautions, to help avoid, 
occurrence of economic loss. 

Research and discuss the neQess'ary 
steps for adequate fafmily 
insurance planning. ^ 

rExpla/in and discuss the function 
of banking in an economic society. 

Study i)overnment regulation of 
banks."* 

Identify national and state banks. 

Display and discuss various bankinc 
forms. - ' 

Explain the purpose of trust depari 
jnenti in banks. ^ ^ 

Compare bank loans with those , of 
other lending institutions. 

Discuss the purpose o'fHhe Federal 
Reserve System.- , 

Identify the Federal Reserve 
districts on a display map. 

> 

Depict the flow of m6ney between 
banks through charts or .posters. 

, Simulate a loan department in a 
bank through role playing. 

Discuss the differences in a long- 
and short-term credit. 



& • ' ^ ' ' Outjine ^ ^ *^ . Ac tivities 

^il'^::*-':-/:] t • \ . .Display various 4ypes of credit 

'^f\K /:\ \ ^ • applications. 



^ . Identify 'and compare the 

* advantages and disadvantages 

of buying on rreaitr. 

* ■ ■ ■ ■ ' . ■ < 

, ** , . Identify and: discuss the three 
C's of^credit. 



^ . Research and discuss the irole pf 

the ♦credit bureau. 

' . Present problems to illustrlte 

* the computation of the dollar 

• cost of' credit and the p6rcerf^:age - 

' cost of credit. 

. Discuss tlie process, of shopping 
' for credit as^ for any other 

consumer item. } 

. Research the Truthon Lencjihg 
Law and demonstrate its importance 
to the consumer. ' 

« . ■ r 

' / • ~ . Biscuss the.reaions for developing 

a savings program. . , 

Identify and evaluate various 
^ savings plan?. ' ^ 

. .Determine the currgpt interest 
rates on. savings ^accounts. 

' - . Contrast a savings account' with . / 

V ^ other methods 'of savings such aS " 
^1 ife insurance, stocks, and 
^ ^ annujities. 

. Determine the difference in a 
savings program and an invest- 
ment program. 

. . : 1 

^ ' * . Distinguish between safe-dollar 

' 'A!:^ inv^inq and speculative investing 

' ■ ■ ■ \ ^ ^' 

\ . Discuss the difference between 
^ stocks^and bonds with respect to 

investment risks. 



er|c \ 



Identify the advantages and dis- 
advantages of home ownership. 



0utHn6 Acjtivittes 
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^ ; ; .* . . Display issues of .current 

Ix^^i ■ " ' ' . ' Periodicals emphasizing 

f • * ' ' investment information. 

4 . ' ■ . ■ - • • 

'': . : . . • • . . • • ■ 

^ . Obtain and analyze a. newspaper 

: ' / ^ stock. market report. 

' . . llescribe the dj^fierence between 
needs and wants'.^ 

* - ^ . Display different advertisements 

.. . . * • - \ to demonstrate thglr impact on 

' ' , : . consumer choice.**^ 

^ . Explain ajid discuss 'the concept 

/. r • " pf conspicuous consumption. 

.Display and discuss good and 
. . poor merchandise labels. . 

~^ . Identify and describe major 

\. * ■ ^ ^ ' characteristics of a money 

management pr^ogram. 

. Prepare ^n -individual and a ^ 
. ^ famiJy 'budget. > 

. Qiscuss the importance, of 
following the planned budget. 

. , Demonstrate how goad budget 
' . planning can increase income. 

\ ' . I,c|entify arKl>discu^s the relation 

. ship betweei;) local, state, and 

; . ^^ederal' government. 

. ^ ' / Research governmental regul ation 

, of business. ' - * 

. Discuss govern^nent protection pf 
small business and control of 
large business. 

Prepare simple ijncome tax, forms. 

V 

/ . Discuss the various ,type^ and 
uses of taxes such as property, 
income, and sales.^ 

. Explain and discuss government 
sponsored, job programs. 



EKLC 



Identify and'desc.rtb^ govern- 
ment protection of the environ- 
ment - lopl; awd f ecteral , . 

Discuss the difference in open, 
unions antl closed shop. \ 

Sh0w;n:hi!*ough role playing^ gioodf^ 
and poor Tabor -^mandgement 
relations . , ^ 

Explain the origin of the labor 
movement. 

Discuss the emergence of labor 
unions as a powerful forc^ in 
today's business activity. 

■ ' • ^ ' . ,- 

Identify 'and display the 
sources of consumer information. 



r 
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' > Introduction to Business 

' Semester 2 

COURSE DESCRIPTION: This course is designed to use the project approach 
In reinforcing the concepts presented in Introduction' tq. Business, 
Semester 1. Prerequisite : Introductio^i to Businesrs, Semester 1 

Q^ECTIVES: Same as Introduction to Business, Semester 1. 

CONTENT OUTLJNE AND SAMPLE TEACHING/LEARNING ACTIViriES: ^/ 

^ Outline^' " Activities 



(Same Introduction to Business, 
Semesten 1 ) ^ ^ 

1 ' . 

•NOTE: ' Approximately 2^ to 3 
. weeks on each of the 8 
topics. 

Al so, ^students m^y make 
up their own act'jvities. 



{ 



Make a survey of the businesses ^ 
that exist in your cqmhiufnty. 
Classify the businesses as sole 
proprietorship , 'partnerships ^, 
corporations; codperatives, and 

, non-profit corporations. Identify 
the characteristics of each type 

^ of bu^siness'organization. 

• Read one day's edition of. your, 
' local newspaper. Clip all arti- 
cles related to business activity. 
Derermine Tiow each, of these 
affect yooV comhiunity. 

^Review sj^veral business magazines » 
for the current wqek.- 'Make a 
list-of the' econonfic problems 
^ discussed and provide a brief 
surpary of eacti arljicle. ^ 

Determine the trends in ofur Gross 
' National Product for the past, 
,ten years. Prepare .a graphic" 
presentation' to dis[>lay in the ^ 
' classroom. - . , ^ 

' Make a comparison of capital ism, 
socialism, communism, and fascism 
from viewpoint of competition, 
business ownership, qnd production.' 

Ff^om the literature, determine the 
\/arious sources of capital for 
American business. 

Each* year thousands of businesses. 

fail in this country. Prepare an 
/ outline listing 6ome of the reas^ons 
y for such failures. ^ 

IntervievT someone at the local 
Chamber of Commerce an^ deter- 
mine what plan the Chamber has 
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Activities. 

for attracting new industries 
to your conwunity and if they 
want- new/ industries to locate , 
there. ^ 

From the literature, .determiae ^ 
why we both import and export - 
some of the same products, such • 
as textiles, carsTTtc. 

Deter|Ttine the steps' to be taKen " 
when a consumer believes that 
he has been treated unfairlyr' 
by a business firm. 

Select ten grocery store items. 
Prepare a description of each 
including the item name, size, 
price, etc. Vis^it five grocery . 
stores and com'pare the prices * 
of each of the ten 'items*. Deter- 
r^ine the reasons for the 
differences in^prices. 

' Select ten items at a drug store 
in yoOr community! /For the*next 
month recor-d the ^prices of these , 
t^n types of merchandise on a ^ 
weekly' bas+s. -^Discuss the ^ 
increase or decrease in price^ 

Review the current business l,itera 
^ture on inflat^ign. Prepare a 

report pn how inflation affects 
'you as a consumer. 

Collect advertisements from maga- 
zines and newspapers and put in 
booklet form. Analyze the ads 
for fairness to the consumer. 

From the business literature, 
determine how government controls 
advertising in an attegipt to 
protect the consumer. 

Select one "old time" stpre 
•one recently remodeled or 
structed store in your commun^ 
Determine the,.re5sons for 
differences 4n types of ser 
such as self-se^ice, packaging, 
displaA^, use of credit cards, 
parking faciliti%^, etc. 




• - ^ J 

Act ivities 

Select several itemswof interest 
to you. Prepare an advertise- 
ment that you think would appeal 
to the consumer. 

Develop a report on new proposals 
and legislation concerning con- 
sumer protection which have been 
passed in North Carolina in the 

\past five yeaVs. This may include 
food safety and labeling,, auto- 
mobile safety, antitrust actions, 
etc. Consumer Reports and' Consumer 

. Bulletin will be helpfuf. Pay 
particular attention to the N. C. 
Legislature. ^ \^ 

Do -research on impulse buying. ) 
Investigate several retail stores 
to find out what kinds of itenis>j 
they put where customers will 
buy them on impulse. 

Observe shoppers in at least two 
stores to detect good and poof 
buying practices. Prepare a 
report on your findings. 

Visit a local -insurance -company 
and determine the types of life 
insurance available. Compare 
the features of the various types 
such as whole life, stravidit life, 
term, and endowment plansT^ 

Visit a local insurance agency 
•and determine the cost for 
'obtaining life insurance at ages 
16, 25, 30, 50. Make a 
comparison and determine the 
reasons for the differences. 

Visit th^Jocal Social Security 
office anid determine the steps 
to be Taken in obtaining a 
social -security card. 

Inv«figateHhe concept of , 
"no-fault" insurance for 
'North Carolina. Obtain informa- 
tion from states which have 
already initiated no-fault plans. * 



( 
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Activitie' 




Y. 




1 




ERIC 



ICJ 



Visit a local insurance firm 
and determine the types of 
insurance a 21-yearrold\ 
married man with one child " 
should have. 



. Visit the local Socia-1 Security 
office and' investigate the 
Medicare program. To whom does 

\ it ^pfily and how does it 
operate. 

. Investigate'the fire insurance 
rates on houses in various 
sections of your community. 
^ From the literature, determine' 
the reasons for the differences 
in rates, such as condition of 
home , etc . ' ^ 

Read the newspaper available 
in the classroom or library for 
a one-month period and sfelect , 
any articles that describe 
actual cases in which persons 
have suffered economic losses - 
such as floods, hurricanes, 
tornadoes ,.etc. 

Inspect your" own home and/or 
garage for hazards that might 
cause a fire. Prepare a list 
of -these and propose* what 
should be done to reduce ris 



4. 



Visit the local fire station 
or headquarters of the city 
fire department and find out 
the number of fires that 
occurred during the past. month, 
the principal causes , the number 
of people injured, arid other 



significant information, 
^afre a written report. 



Pre- 



Interview the principal or the 
assistant principal and ask 
what insurance policies are 
carried to protect the school 
agains^ ,losses resulting from 
fi/re, t|>feft, or other causes. 
^Iso^a^ him to exf)lain to what 
^extent the school district is 
protectecf against personal 
liability claims from students. 



Activities 

teachfff^, and others who may ^e 
injuwed while on the school 
premises. . 
f> • , 

^view a highway patrolman 
iscuss the most cqmrfion 
reasons for auto accidents and 
wayl of preventing them. Invite 
person to talk to class. 

felect three banks in your 
Community and determine the 
procedure in each for opening 
'a checking account: Determine 
'the various costs that are 
involved at each bank such as 
checks, .service charges, etc. 
Decide which bank would be the 
most beneficial to you. 

. 1>etermine the names oft the 
various banks in your community 
and determine what kinds of 
banks they represent • (commercial , 
industrial , etc. ). 

Select one bank in your community 
J and determine the various 
^ ^*Wvices that it of fers ,you as 
a consumer. 

V ^ , \ 

. Visit the various banks in your 
community and determine whether 
they are state hanks , national 
banks Federal Reserve banks. 
Compare the differences and 
simil iarities of ^ach. ^ 

. Through library research, deter- 
mine the struf^fe .and functions 
of the Federal Rafeerve System 
and prepare a n^ort. 

. Make a col lectjon of yarious 
banking forms '^^whfc'h you , as a 
consumer, can us^, . 

■* . ' 
. Prepare a map stowing the 12 
^districts of- the FedpraJ Reserve 
System. $^ 

From the literature, write a 
history of banking in'Hffe 
United States. ' / ^ ' 



f 
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Outline 



Activities 



- Al nofficials who carry major 
resi^onsibilities in a bank 
are bonded. From the litera- 
ture? determine what ^ttrfs ^ans 
and why it is important to' the 
bank and to customers of the 
bank. 



Look through your local news- 
paperVor the past week. Clip 
all articles dealing with credit 
arfcP^ummarize each article. 

Visit the credit bureau in your 
community and investigate the 
typfes of inforrtetion collected 
on consumers. Report the 
results.. 



/ 



eric; 




1 



Assume tl^at you would like to ^ 
borrow $1 ,000. Make a compajri- 
son of interest rate^ which 
would be charged on the loan 
if the ruoney were borrowed 
from a bank, a credit union, 
or a consumer finance company.' 

Determine the cost of different 
methods of financing an auto- 
mobile - through a credit union> 
fincince coma^^y, bank, etc. 



A family witl^ relatively low 
income and iTrxle property 
might have a'" very good credit . 
rating and one "Wdth a large 
income and consfperable -property 
might nave a poor credit rating. ' 
From tnl literature, explain 
what this means and why.*^ 

In many cit^s there are 
businesses known as pawnshops. 
Investigate the local area and 
det^nnlne if there are pawn- 
shops and determine how pawn- 
shops operate as lending agencies,. 

(follect hewsBaper advertisements 
of firms which lend money. Mark 
any information Which you consider 
to be useful to the public and 
^ny whi6b you consider to be 
misleading. Present orally. 



\ 



Outline 




V 



i 




Obtain from local 
finance companies an 
schedules of the interest • j 
rates which they charge on * 
loans . Makdiftfrcompari son 
and determine Which is better 
for the consunjer. 

Pay particular attention to 
curren^news items relating 
to interest rates and deter- 
mine what effect this will 
have on various markets, such 
as housing, etc. 

Investigate , the laWs in^Narth 
Carolina reflating to the 
garnishment of •'wages . First 
determine what' this means "C^ 
from your textbook and/or 
other reference materials. 



r 



Make a list^of th6 various types 
of savings institutions in your 
community. 

Collect items pertaihjng to 
savings and investments from 
your local newspaper*. Summarize 
each article. 

Selec/'ten stocks from the local 
newspaper and keep daily records 
ofiM:he fluctuations in price 
for a one-iiiop,th period. Prepare 
graphic -presentations and explain . 
the events ^that you think caused 
the fluctua^bions. 

Assume that you have $1 ,000 which 
you would like to put into savings. 
Investigate the advantages of ^ 
placing the money in a s^vin^s.-/^ 
arcount in a bank, in a savings 
and loan comp£[ny, and in insurance. 

Visit the local stock exchange 
and observe the activities of 
tfce various stocks. Prepare 
a reaction of your experience. 



ERLC 
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Outlirie 



V.-.. 
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Activities 

From the literature, make. a 
comparison of municipal .bonds* 
and corpojcate bonds and Sium- 
marize your findings . 

Make a survey to de'termine if 
there are any investment clubs 
available in your community^ 
You might consult €he' phone 
directory and stock brokers in . 
determining this. 

Cooperatives and condominiums 
are t)ecoming more and more 
popular^as a means of home 
ownership; Through researcjjt 
in the library , f;nd out what 
these are and malce a report 
on the advantages and disad- 
vantages of owning them. Also, 
chieck your local area to see > 
if they are available'. 

The most important investment 
a young person can make isT in 
himself. Think about this 
statement. Prepare a complete 
repor:t explaining what this 
means to^you. 

If yoiijhad lived in the 1870' s, 
what knnd of industries would 
you have invested in and why? 
What kind of industries woujd 
you invest in today and why? 
Prepare a report. 

» i . 

Review-^tbe advertisements m 

your l^al newspaper for one 
week. ?M)eterDiine the "buy of 
the week 4' an^ justify your 
selection. 

' ■* 
Select several commonly used- 
good^ and prepare a Buyer's 
Guide including cost, contents, 
etc. 



Select several advertisements 
j^and determine the appeal that 
is being mad* to the consumer 
in each. 



ERLC 



Prepare a budget for.^oupelf 
based on your weekly income 
and expenditures.* 
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Out! ine 



Acti vities 



r 



Survey several families in your 
community and determine how many 
prepare budgetV and plan their' 
spending. 

"Select several products which 
your family might purchase. 
Determir>e the ratings for these 
products in Consumer Reports 
or Consumer Research Bulletin . 
IncTucJe how- the testing was 
done and the ratings given to 
various brands. 

From newspaper and other sources, 
try to find out how much money 
was budgeted for the following 
items By your town, county, or 
district: School needs, streets 
or highways', police department, 
fire department, public welfare, 
mayor's office, public libraVy^.^/ 
and parks. Check the figures 
for^ the past year. ^ • 

Interview several retired persons 
to identify in what ways the 
standard of living of each has 
been affected by inflation. 

Determine the types of state 
and local taxes that citizens 
of your community must pay. 



Investi(]ate the departments of 
the local government in your 
community and determine the 
purposes of each, where the 
money to operate each is ob- 
tained, etc. Prepare a report 
of your f i nJfncjs . 

(Collect apticlGS from your local 
nev/spajp|^r on government regula- 
tion of busi ness . 

Assuiiu^ th^it you earn $1,000 a 
year from a part-time job. 
Pr(?[)are your own federal and 
'itati? inMifiie t.ax foriiis for' the 
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\ ' Act1 vi ^es 

\ . " 

Determine xthe social responsi- 
• bility of busini&ss in relation 

> to ecology, consumer protection 

etc. 

From the literature, determine 
the responsibility'of the j 
federal government in fighting 
, inflation. 




V 



From the 1 iteratureuexplain 
the difference between depression 
and recession. Describe the ^' ' / 
characteristics of each. 

Interview a worker in your ^ 
\ ccTmmunity who belongs to a x 

labor union, i Find out the 
' advantages of such a membership. 

. ' If possible, iriterview a worker 

\ ' in the same field wl^'o is not a 

member of a labor Gnion aj:ul-wduld 
.»^u^' . want to become a member; \ . 

1^. ^ ^'?^-v^r->-<r'^' Qy^^.^ ^^'5 reasons. Prepare /f^ 

a report. • 

{ . Group Report - 4 people. 

^ Dramatize a meeting between repre- 

^ I sentatives of a labor union and 

i representatives of manageip^nt 

to discuss terms of a n^w con- 
tract. Present to class. 

From the literature determine 
which natural resources other 
' than energy might be ^in jeopardy 

jn the United States unless 
steps are taken to preserve 
them. Present in written form. 



ERIC 
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EVALUATION: Various procedures should be develope^kby ti^e instructor to 
ohirffn pertinent information concerning the achievement and progress^ of ^ 
sttjdents. The number and varie\y of methods used will depend upon the , 
irWstiative ar>d resourcefulness of the-<r1^tructor. The fol lowi ng jnethods^ 
of^evaluation are suggested: * 



1. Printed tests correlated with the textbook. 

2. Standardized tests with no reference to a particular text. 

3. Teacher-made short-answer, essayVand problem-solving tests. 

4. Observation of class participation and attitudes. , 

5. Evaluation of promptness, nea^||^s , accuracy, and legibility y 
of assi gned work. ^^P^ \ k 

6. Evaluation of use of business terminqloqy in oral OT.d written 
assignments and tests. ' ^ / 



INSTRUCTIONAL MEDIA: The media may include current textbooks, reference 
bo6lc<r pamphl ets , business forms, transparencies, films, filmstrips, 
cassett^^, charts, posters, dictionaries, periodicals , ^and bulletin j 
board displays. _y 

^STRUeTIONAL APPROACHES: Instructional approaches should include a^ 
comb-ination of individual and group activities using a variety of 
techniques. These techniques may include lectures, class discussions, 
field trips, guest speakers, self-paced instruction, learning activity 
packets, rol ei^^pl aying , quest projects, and business games. 

FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide. 




SDPI NO.: 9710 COURSE TITLE: Introduction to 0* E. CODE:' 14.0200 

Data Processing 

COURSE DES(JRIPT^N: This course is dapgned to acquaint students, with 
the basic conc^pti of data processing. Major emphasis is placed on 
understanding the fundamental prijnciples app-l icabile to the processing 
of information. Major topical areas also include introduction to and 
the hi^ory of the computing n'ndustry, impact of corflputer^s orf bt^sinesses 
,and individuals, input/output media , survey of computer langui^el and 
equipment, and data processing careers. This cou»\se does not require " 
equipment. c \ \ 

LEVEL: Grades 10* 11, 12 CREDIT: 1/2 Unit LENGTH: 1 Semester 

PRERETJUISITE: None . ' 

OBJECTIVES; At the end of study in Introduction to Data Processing^he 

studerj^ will: ^ < ( / 

1. List the major developments in the history of daua processing. 

2. Explain the differences in manuarl, mechanical, unit record 
y and electronic data protessing. 

3. Define basic data processing terminology and the data 
processing cycle, 

4. Discuss positions taken aifcut current issues involving 
computers. ' ^ 

4 

5. Identify applications appropriate for a computer system in 
business and industry, 

6. Explain the effects of computers* on activities of 
individuals . ^ , - 

7. Identify capabilities and limitations of a computer system. 

8. Identify various input/outpy^ devicM and media associated 
with data processing systems. 

9. Identify the hardware and software used in selected 
computer systems. 

10. Explain the advantages, disadvantages and a/pl ications W 
various typos of computer ()roqraniming lanq/ages, 

11. Explain the impact of inin icoinputers on busm^ss organiza- 
.t ions and ind ividual s . 

12. Explain the purpose of system and program flowcharting* 

13. f) i f f or ient ia to t)etwef^n online ()nd offlinf^ data processing. 

' 14. List and explain the educational background, p^ersonal 

qualities, and work experience needed for various careers , 
in data process ing . 

15. Follow oral and written instri^tions correctly. 



CONTENT OUTLIN^AND SUGGESTED TEACHING/LEARNING ACTIVITIES: 



Out! 



. 3» 

ine 



4^-^;,Brief History and Levels 
b^/bata Processing / 

a. Earl}^ reijords / 

b. ManpaV dala prac^sing 
MecHhni-cal data/ '' 



prqcessing 

d. Unit record data 
processing * 

e. Electronic data 
processing 

Data' Processing Cycle 

a . Origi nation 

b. I Input 

c. Processing 

d. Output 

e. Use)30f data 



Use of Computers in 
Business and Industry 

a. Accounts payable systems 

b. Accounts receivable systems 

c. Payroll systems 

d. Inventory systems 

Impact of Computers 
a.^ Medical profession 
Airline industry 
Retail stores 
Governmental agencies 
Individual ac1:iv^ties ' 

Caiiabil ities and Limitations 
of Computers 

Input and Output Methods & Media 

a. Punched card 

b. Paper tape 

c. Magnetic ink character 
recognition 

d . Optical character 
recognition 

e. Key disk and tape 

f. Fler<i^le disk (floppy disk) 

g. Point-of-sale automation 

h. Printers 
^ Card punch 

j\ Digital display terminal 
k. Graphic display terminal 
1. Computer output microfilm 
and microfiche 



Activities 
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Preeiare a report about the 
corytri butions to data pro- 
cessing made by Herman 
Hollerith, Charles Babbage, 
Howard Aiken, John Mauchly, 
arjd J. Presper Eckert. 

ITlustrdte decrease in size 
of (fata processing equipment 
by displaying vacuum tube, 
transistor, and integra^^d- 
circuit. 

Arrange small-group visits 
to (1) a unit record equip- 
ment installation and (2) 
electronic data processing 
installation. Compare the 
findings. 

Prepare a bulletin board 
about the various ways'people 
come in contact with computers. 

Compare manual process and 
automated process of "billing" 
customers for goods or services. 

Design flowcharts to show 
the flow of tasks in making 
a telephone cal 1 . . 

Prepare bulletin board about 
input and output media. 

Prejpare a booklet of data 
prdRessing terms. 

Have guest sDeaker to discuss 
growth, speed, and cost of 
computers used i n fbusinesses . 

Construct flowcharts of a 
local business's system for 
handling inventory and payroll. 

Discuss popular myths about 
computers. 



\ 



Outline 



Minicomputers ^ 

a. Applications 

b. Advantages and limitations 

c. Impact for the future ^ 

Online and Offline Data 

a. Online and ^fline d3ta 
input devicA, 

b. Realtime syWms 

c. Applications jr 

Survey of Comput^ Languages 
a. Types 



b.. 



FORTRAlK 
COBOL ^ 
BASIC 

Other curr-ent computer 
languages 
Advantages and disadvantages 
of each * 



(I) 
(2) 
(3) 
(4). 
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Activities - 



Compare manual and computerized 
methods of processing airfine 
reservations. 

Prepare a report about the , 
the number of manufacturers 
of computer systems. 



Discuss possibleuses of 
computers at a high school . 

Conduct debates about funda- 
mental issues such as "computer 
thefts" "cashless society," 
"invasion of privacy by the 
users of computers," and "data- 
banks." ; 

Discuss the books 1984 and 
Brave New World as they relate 
to current capabilities and 
limitations of computers. 



Display examples of input and 
output media. 

/• 

Survey local businesses to 
determine types of input used. 

\ 

Prepare a repT^rt about point 
of sale automation and how it 
affects the grocery industry. 

Display examples of^ microfilm 
and microfiche. 

Obtain literature about input 
and output devices from periodi 
cals, manufacturers, and ad- 
vertisements . 

Compare and contrast punched 
cards flexible disks citing 
the advantages and disadvan- 
tages relative to each. 

'^Visit a local bank to deter- 
mine the uses of CRT terminals. 



Invite speakers to discuss the 
uses of output data and its 
importance to the effective 
operation of a business. 



Outl irre 



/ 




10. 



Employmentj^pportuni ties 
in Data Pm:essing 
a. Tyo^s pf jobs 

(Y) Data entry operators 
Data processing clerks 
Terminal computer 
operators / 
Programmer s^- 
Systems analysts 
'Educational background and 
training neelJed for data 
processing careers 
Employment demand 
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Activities 

Prepare^ a, summary of the most 
recent Jmanufacturers' adver- 
tisemsHfits for minicomputers. . 

Discuss the impact of computers 
on the home, gas station, 
schools, ajjd hobbyists. 

Discuss the advantages of 
realtime methods as opposed 
to batch processing methods 
to handle hotel reservations', 
bank accounts, patient moni- 
^ring. 



Discu'Ss ways computer assi s^ 
instruction can be used iff* 
Business Mathematic-s^^ 

Interview. a loc^l reserva- 
^ionist's qleA about the 
use of online equipment. 

Contact business firms to 
determine why they are using 
a particular language. 

Prepare «i llstN^f computer- 
related jobs listed in the 
"want ads" of a newspaper. 

Invite guest speakers to 
di scuss lemploymdht and 
advanceilent opportunities 
in data processing. 



1 n 



Interview someone employed 
a phase of data processing 
to determine educational an^ 
^ training "background . 

EVALUATION: Various procedures should be developed ^y'th-e instructor 
to obtain pertinent information concerning the achievement and progress 
of students. The number and variety of methods used will depend upon 
the initiative and resourcefulness of the instructor. A few of these 
methods include: * 



1. Printed tests correlated with the textbook. , 

2. Standardized tests with no reference to a particular text. 

3. Teacher-made short-answer, essay, and problem-solving 
tests. 
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4. Problems prepared in class and out of class. 

5. i^Evaluation of oral participation, discussion, hoinew|6rk, and 

attitudes. 

6. Evaluation of promptness , neatness, accuracy, anaVlegibil ity 
in assigned work. I \ 

7. Assigned projects. 

INSTRUCTIONAL MEDIA: The-ffi€f?lia may include current data^processing 
textbooks, supplementary data\)rocessing textbooks, pamphlets, 
workbooks; transparencies, fi-rms, filmstrips, cassettes, data, 
processing dictionaries , and bulletin boards. 

INSTRUCTIONAL APPROACHES: Instructional apprloaches may include a 
cojnbination of individual and group activities. Suggested abproaches 
are field^trips, guest speakers, practtce sets, projects, sejif-paced 
ins»t^tuction , and^ learning activity pacjcages (c6mrnercially and teacher 
prepared). 

FACILITIES, EQUIPMENT, And SUPPLIES: Refer to Section VIII of this 
guide. V ^ 



' r 
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SDPI NO.: 6612 ^COURSE TITLE: .i)ffice Occupations I 0,E. CODE: 14.9900 

COURSE DESQPIPTION: This course is designed to provide the student^ifh 
a background- for further study and job preparation in Office Occupations 
H or Simulated Office Training. Areas of instruction include the organi- 
zation and functions of ofi.i ces'^ employment opportunities in business.,- 
behavior and grooming, information processing concepts, handling the maiVr^ 
business machines, oral communication ski 11 s , ^reprographics , cash control 
systems, inventory systems, receptionist duties, reference matfV^ials, 
filing, employment procedures, and job simulations. Review of language* 
art» computation, and typewriting skills is integrated with other 
instructional units. 

LEVEL: Grades 11, 12 CREDIT: 1 unft LENGTH: 1 year. 

PREREQUISITE: Typewriting I . ^ 

OBJECTIVES: At the end of study in, Office Occupations I, the student will: 

1. Identify the types and functions of offices as they relate to, 
the total operation of businesses, ^ 

2, Identify at ^^^st ten classifications of office-workers and 
list tjbe duties, knowledges, skills, and personal trai;ts 

needed for each, • / . • - 

3. Demonstrate acceptable office and social behavior ancj )atti tudes . 

I 

4, Demonstrate basic language skills through oral and written 
. "business communications.. 



5. Operate ten-key, ful 1 -keyboard ,p(ri nti ng , electronic, and 

reprograhics machines with proficnency and proper utilization ;^ 
to solve busine^ related probl emr corr^jectly , 

b. , Identify, store, andr retrTeye information correctly using 
alphabetic, subject, "numeric, and geographic filing systems. 

>* • 

7. Type letters, business forms, tables ,^ dupl icating master, and 
: reports in mailable form using an electric typewriter. 

8. Spell and define selected business terminology fvtJIfiT^vride 
' variety of bus-iness fields, ^ 

^' ' . 

9. Demonstrate proficiency in processing interoffice, incoming, 
and outgoing mai 1 . 

10. Select appropriate mail service so that corknunications can be 
sent J)y the appropriate method in terms of importance, ^ime 
factor, and cost. j 

ing 

h control 



n. Demonstrate ability to locate business information 
reference materials and other sources. y 

12, Process data correctly and identify terms used in ca^ 

■systems, inventory and stock corjtrol systems, and shipping 
*^ys terns. " 

7 



I 



i 



172 



f3. Perform the duties of a receptionist. 

14. Select appropriate telephone/ tel egraphic services. 

15. Identify multiple -^ppl ications appropriate for a computer 
system based upon observation at l%cal bus^nes^es. 

16. Identify the Steps in the^data processing cycle. 

17. Follow oral and written instructions correctly. 

18. Handle materials an^ equipment in a responsit;)le manner. 

19..- Complete at leas^ two job simulations successfully. 

20. Demonstrate thef ability to apply for a job during an 
interview situation. ^ 



i 



Prepared letter of application data sheet; and applica- 
tion blank, in acceptable form. 



21 

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING *ACTIVITIE. 



Outline \ 

1 . The Business World 

a. Classification of industries 

b. Organizational structure 
of busirjesses 

c. Functions of the office 




7 



4 



— 

Survey the community to 
determine the classifications 
of businesses such as finan- 
cial , professional, ancr 
governmen tal i ns ti tu tions . 
Determine the types of busi- 
ness related jobs available 
at each. 

Write a report about the 
organizational structure of. 
*at least three different \ 
types of businesses ' In the \ 
area. . ^ .\ 

Prepare a bulletin board y 
'.shcJWing the lorg^njlfc^ional 
charts of two local businesses . 



Compare central ized^^ffice 
plan to d d'ecen,tral i zed 'office 
plan. 

Interview several office 
managers dettermirWthe 
functions a'nd pfiirpose of 
those office^. Compare 
findings . \ 
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Outline 

Empjoyment Opportunities in 
Business ^ 
Types of positions 
avairable 
^)ut.ies 

Skills 'and knowledges 
needed^ 

Personal traits ^ 

(1 ) Grooming 

(2) Office behavior 



5r 



\ 



"1^ 



0 



Activities 



Prepare bulletin board abput 
area employment opportunities 
,in local businesses. 

Conduct small group sessions 
to give students opportuni- 
ties to discuss their occupa- 
tional^ choices ; solicit peer^ 
evaluation of the suitabili^ 
for these choices. 



Have a panel of office workers 
discuss ski US^nd knowledges 
needed to' perform their jobs: *\ 



Use the Dictionary, of / 
Occupational Titles to demon- 
strate the broad rar^§||J5pf J 
office jobs available. 

• Have sttJdents wri te the ^ 
Employment Security Com-il\ 
mission to obtain data'aboUt 
the^^rojected 1 a b^ market 
demands for off ijfworkers 



- -T 



) 




Invite buyer 6f local ^ 
clqfmng store to demonstrajf^ 
ways to mix and match clothing 



to 



be worn 
office 



socially and in 



of^c 




Construct a Vist of^question^?^ 
to ask selected oTIH^e ^ ' 

workers* ab^ui^ the duti^es they 
perform><Ke ^ 4 
to inteYvi"^w of fice^workers . ^' 
Report findings to jche class.^ 

Invite persomel manager tO: 
speak abogt rea'sohs people 
los/^ tt^eir jobs. ^ 




Inyi 

aboiit tfi 
of groo 



speakers to tal k 
iffererrf^aspects 



Prepare a' booklet show/ng 
appropriate dress for., the 
office. 

Complete personality rating 
shqet.. 



■'J 



Outline 



A 



Skills' I^v^ntory R&view* . 

a. Langih^ arts 

b. MathematiGS 

c. Typewriting 
(1-) Letters and memos 
\T) Reports 

"^(3) Business forms 
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Activities 

V 



Discuss the policies mantTfc'l * 
of a local company to deter- 
mine acceptable office 
b^Vvio^ pd standards^^ 
that comparny. / 

' \ 

Administer pretest to deter- 
mine students* weaknesses in- ^ 
language art skills, jnath and 
typewriting. 

Prescribe individualized units 
of instruction based upon the 
results of pretest. 

J ■ ^ 
Q^splay s^ples of business 
fo>THS.<^etters, reports , ancj 
3al paoers. 



(2) 
(3) 
(4) 



Communication Skills 

a. Listenirig 

b. Oral and writt'i^n 
communicati ons 

(1 ) Public relations . 
letters 

Interoffice memos 
Inquiry letters 
Telephone 
communications 
Communication services 
(1 ) Receiving and 
placing calls 
Telephone equipment 
Special communi9/a- 
tion services 
Ti^l egrapk ^rv^^^ 
f^.?^elations 
^t^ihg jailers ^ 
Courtesy ' ■ 
(2? Appointments 





Di/scuss the imfl^ressions of 
Ji*- verba l\ influences on 
c'ommuniQadlons. 

Record students during a con 
versation. Evaluate voice 
* qualities, * ^ 

Discuss reasons v/hy people 
fail to listen, . V ^ 

/ ' . In\)ite a speech^'feacher to 
y dascuss ways' to .improve the 

voice. ^ 



Recgfrd student telephone con- 
versations agd then e\(aluate,'<* 

Compose and type letters to 
locat telephpne company in- 
quiring about types of tele- 
phone equipment. 

Compose and type interoffice 
mem(!) to school booJ<store 
requesting supplies" 

Invite local telephone re- 
presentati va to spe^k about! 
good telephone techniques. ^> 

Illustrate prof 
telephone usa 
simulate'^^te^ 
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Outline 



V 



<■ 



7~ 



).■ 







5. Information^Processing 

Methods ef processing 
data. 

(1 ) rMechanical ^ 

(2) Urrit record , 

(3) Electronic 
Uses of data processinln/^ 
equipment 

(1 ) Adding/calculating^' 
machines 

(2) Word processing* 
equipment 

(3) Computers . 

>■ • 



Activities 

^''e^— — ■ — 

Display types^of telephone 
equipment. 

Display examples of telegram 
and mail grams, 

Demonstrate courtesy and . 
^td^\ in handling calipers 
in a*simulated office 
situation. . " ♦ ' ^jf 

Observe a receptionist at 
work. Report findings to* 
class. • ' 

/ 

Wse role playing situations, 
4:0 i VV'strate Wys' of handling 
callers* requests and pro- 
blem^.- I ' . ' 

Use diagram tV) illustrate / 

processing cytle ' ^ 
g al;(^buTi^ess paper.' 

w automation t]i^ « , 
changed^ trt(^ ro|le -of ±he 
Oyee. ' ^ 

Vi^sit and o&serve a data 
processings^ d word processing 

er of data 
word- pro'cessijig 

■ - 

j^nterview an office employee 
to determine how thre u^e of 
c^fmp'uters h^s changed hi,s/her 
job tasks . / ' 

Prepare^? bulletin board 
showing the types of data 
electro'nic processing [equip- 
ment,, word prjcessin^equip- 
merit, and addi^g/cal olSftiti ng 
machines . . 




. - ■ .-I >; . 




Develop:pro.f1;^:iency in the , 
operation of business machqhes 
using a rotation schedule and 
"pro^ammed materials. 
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Outline 
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Activities 



c 



Reprograpteics \ 
a. Methocfe of duplicatiorri^ 
.b. Cost and tfm& features/ ^ 

of duplicatijig and 

copying processes 



7. Storag&SuQd Retrieval"—-^ 
Systems ^ , , 

a. Eiling procedures 

b. Alphabetic, numeric, 
subject, chronological, 
and geographital filing^ 



c 4^ 



lin^^e 



Hand! iny -we Mail 

a. Intomiiig correspondence * 

b. -^ Outgoing correspondence 

c. Interoffice correspotidence 



Visit offices .containing 
equipment th^t is different 
from that in t^e 'classroom. 

. ' Compose ^x\^ duplicajte a 
• report about- the afdvantages 

and disadvantages of at 
' least, tfiree .dupl icat.iag 

methQci^v- ^ 

Xompo'se and typ|^a lettew > ^ 
to copm^r conpany requrfsting - 
informatrtaii about the feAtur^S ' 
of their copiers. r/ \ \ 

Duplicate agen(I& of an i 
FBlift meeti;ng. * ' 

. 'Cesign and duplicate the 

program for an /BLA activi tyj.^. 

\ V-isit a\i qtserve centralized; ' , 
' fvting area of a local husi- ' </ 
ness. ' . ' ' ' , " 

Discuss the importance of ; 
correctly preparing materials \ 
to be filed.' 



Shjow example^ of mtcrofilm 
and mi croft c he • ' 

Complj.ete a sS'muLated^f ilin^^ 
project. \ 

Visit and^6t5serve the haVidlfng 
of "mail at a local .postal - 
facility ^ ^ 

' ' :^ : ■ ■■■ 

Type mailing 'list^on cards* 
and file using two types of * - 
filing' systems. , 

Invite j6caT4)0sta1 .emp^loyee 
'to discus's postal' regalat3<rns^, 
and^ types of ma\l services 

Process /iai t through simulated 
proje^tyST ' . 



erJc 
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Typfes of Mail ing and ^ 
Snipping Services 

a. Domestic mail service 

b. International mail 

c. . Special postal services 

d. Preparation of goods 
for shipment 

e. Methods of shipment 
f/ Shipping papers 

g. *Use of shipper's 
reference books 



10. -Use of Reference Materials 

* 



n 



Caslr^Cflntrol Systems 
a. Budgets 

H&ndling incoming and 
outgoing funds 
Banking services 
B^nk statement 
reconcil iations 
Handl ing petty cash 
Cash^ control job 
simulation 



b. 

c: 
d. 

e. 
f. 



Prepare' posfcrl and shT*|l)^ing 
services dis^'ay, 

Determine the number and 
types of shipping companies 
in* the local area. 

Compel re shipping costs using 
The United'' States, Postal 
Service Manual , Express and 
Parcel Post Comparative Rate 
Guide , -^nd. Leatiard's Guide . 

Make a list of reference 
materials use(l in banking,' 
credit and ^finaince, accounting 
and travel . 

>^rite and type a report re- 
quiring the use oT reference 
materials. 

Compose and type a report 
about the proper way to 
. type mj^hutes of** a meeting 
and a business report. 

Visit local offices to find 
out kinds 'of reference 
materials being used by 
various clerical workers. 

Prepare a budget for an FBLA 
activity. 

Conjpute the differences irf 
the actual expenditures and^ 
the projected expenditures 
of a selected budget. 



Dtscus^^'^nki ng services with^ 
a bar^ of^'cial . 

Complete a checki-ng account 
simulation. 

Prepare a bufletift board 
display of .forms of payment 
such as voucher check, mpney 
orders, and certified checks. 

Mdin4:ain records^ for a siniu- 
/l dted *petty .cdsK fund. . 



Outline 

1*2 Ihyentory and Stock * 
Contrbl Systems 
' a. Functions and types 
of inventory systems 
^ b. Maintenance of inventory 
records and reports 
c. Inventory system job ^ 
simulation 




' Activities 

Suryey at least three local 
businesses^ to determine Kow 
inventory is maintain^. 

Discuss waysf automation is 
affectirtg inventory control 
and records. 

Compute cost value and 
quantity on hand using an 
inventbry tally Sheet of ^ 
a local business-; 



13. Job Simulations ^ v , 

a. Clerk typist 

b. File glerk ^f^^-dt- 

c. Accounts payable cleVl^. 

d. Accounts receivable cTer^kl 

e. CTerk-steno " ^ 
f;.^' Receptionist 

g/ DuplllDating equi pment operator 
h. Other 



Complete a sirfiulated inventory 
simulation/ , t . 

Complete job simulations ajid 
integrated projects ta meet 
career objectives o^F individuals. 



14. 



Employment Procedures 

a. Appiicatign papers and 
letters 

b. Interviews ^ 

c. Promotional opportunities 



Discuss sources of employment. 

Research employment testii^g 
procedures of local companies. 

Compose and type an applica- 
tion letter, a resume, follbw- 
up anc} thank you letters. 

Video t^pe mock Interviews and 
-evaluate e^ch student; ask 
students to evaluate the 
interviews of others and 
themsel ves . 

Discuss' advancement oppor- 
tunitf5!es for clerical ""workers 
and Keeping; a job. 



'EVALUATION: Various procedures should be developed by the instructor 
to*obtain pertinent^ information* concerning^the a^chievement and progress 
©f stOJdents. The number and variety of methods, used wi-l 1 depend upon 
the irtitiaAive and resourceffflhess of the instructor, tome of these 
• methods irfcAi 



lude: 




ci test^. corre\ated with the textbook (s) 



J, 
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Standard! zj^d tests with no reference to a particular . 
text. 

3. Teacher-made short-answer, essay, and |>rob.l em-solving 
* tests. , ■ ' , - 

4. Evaluation of oral participation , discussion, homework,' 
and attitudes. * . 

5. • Evaluat^^ion of pronlptness, neatness , accuracy i and 

legibility of assigned work. 
^ '6. Business simulations and projects. 

INSTRUCTIONAL MEDIA: The media may include current textbooks, job 
simulations, integrated projects*, supplementary books, pamphlets, 
workbooks, transparencies, films, filmstrips, cassettes, charts 
and posters, dictionaries J reference books, and bulletin boards. 

INSTRUCTIONAL APPROACHES: Instructionlf approaches may jnclude a 
combination of individual and group activities. Suggested approaches 
are field trip;5, guest speakers, practice sets, business simulations 
(ih-basket, unipack, task, model office), integrated projects, self- 
paced instruction, learning activity pac.kages (commercially and 
teacher prepared) , quest projects and rotations. 

FACILITIES, EQUIPMENT, AND SUPPLIES: Refer to Section 1 1-^ of this 
guide. f , V > 
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SDPI NO.: ^6613 COURSE TITL€: Office Occupations II O.E. CODE: 14.9900 

. Cooperative • 

COURSE DESCRIPTION: ^This two-hour block course combines classroom 
instruction witfh work experience^in a business office. Instruction 
in fii- simulated office setting includes the areas of office efficiency, 
meeting offige production standard^ , records'management , inter- 
personal relationships, word .processing skills and concepts , personal 
taxes, handling meetings an.d conferences » travel and accommodation 
services, payrol 1 , purchases and accounts, payable systems , sales and 
accounts receivable sj^s terns, and' writteri^'communi cations. Review and 
refinement of communication, computation, and typewriting skills are 
integrated with the instructional units through the use of office 
simulations. In addition, students receive practical work experience / 
in business offices with job-related classroom instruction designed 
in the form of individualized remedial and enrichment le^irnyf^g activi- 
ties. / 

J ' 

LEVEL: Grade 12 CREDIT: 3 unit/s LENGTH: 1 year 

PR^REQuVsiTES: Office Occupations I 'oP&ata Processing I or 
Accounting J or Shorthand I , depending on student career objective 

OBJECTIVES: , At the end^of' study in Office Occupations II, Cooperative, 
the student wi 1 1 : \ 

1. Employ correct spelling, grammar, and punctuation in composing 
, and typing business correspondence, reports » busi ness forms, 

legal papers, and minutes. - 

' - ^ , ^ • ' 

2. Express wri tten "i^eas in letters, memos, and reports so that 

. they me^t office standards of usability through the use of ^ t 
transcribers, typewriters, and other medta. 

' 3. Demonstrate the ability to meet off i ce' production standards 

in typing letters, reports and business forms while worl^incj / 
, under pressure of time, interruptions, noise, cind changing f 
priorities. . - - > ,y 

"4. Place and answer telephone calls that give and receive busi- 
ness information that is complete and in acceptable -busj hess 
* ^ ' form. 

) ■ 

5. Process data and identify terms used in payroll, purchases, ^ 
accounts payable, sales, and accounts receivable systems. 

6. Demonstrate the ability to follow or>al'*'or writfM instructi(3ns 
corrlPtfly. / y-- ; ^ 

\ ^ ' ' ! . . 

7. Decide the appropriate prxicess of repr:oHu?tion in terms of^ . 
product, cost and use of copies. v - . - * 



Demonstrate the ability to store and retrieve i n'forniation 
using at least four filing systems. ' v: 

Decide up^on appropriate 'systems gf record managememt and 
make recommendations for change when given problem situ^ltions. 
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10. Use travel and accommodation services and available travel 
funds in planning and expediting business trips. ^ 

n. Complete income tax returns correctly. * 

12. ^. Exhibit interpersonal skills and etiquette that are 
V acceptable in business. 

13. Analyze the interrelationships of office jobs and recognise 
the dependency of various functions on sophisticates equip- 

,1, ment. " ' " " . 

% 

14. Correctly complete at least five job simulations. 

15. Dem<*«strate the reffl^ement of ^office skills, knowledges, 
^ , ^ and personal qualitifes through'the use of a model office 

' ♦ ■ simul ation. 

16. Sp^ell and define selected business terminology from a wide 
" variety of business f\ ^ 

» ' • . - ■ 

17. Identify work priorities in order to plan and ||[Jganize 
work accordingly. ' " ' 

18. Deve,,lop job skill s^ ^nd .knowledges necessary to secure a job 
in a business-related, field. ^ - - 

<^ * ^ 19. Communicate ideas effectively to individuals and/or groups. 

20. Demonstrate^tceptBble Work attitudes and behav"\^r. 

21; Handle materials and eq.utp£R^t in a responsible manner. 

22. Maintain appropriate personal hygiene and appearance 
'acceptable for the business offic^. 

CONTENT OUTLINf "^ND SUGGESTED TEACHING/LEARNIHG. ACTIVITIES : 

Outline . * Activities ^ 



Review of Employment Dia^ose weaknesses of students 

Procedures >' ^^du/jng a mock inter^'e^. M^fke 

af^rapriate suggestions for 



Office Efficienry t ' Disduss how human rel^iaitions 

Human relations , Hjfect ^ob performance and 



a. 



b. Personality morale, 

c. Teamwork 



Q • " ' ■ efficfijTncy 

ERIC . ' : ; > ' : 



./ Discuss case studies involvi'r^o 
human relations. \ 
,~ * ^ ' ' ,^ 

. Develop display ppsters de- ^ ^ ^ 
pi.bt'ing office e^fici^cy. 

Develop skits"ill,^)fitrating ^ 
' ' poor- and. producti^A office 
off 1 A^i-o , \J • ^ ^ 
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Outline 



Activities 



'Type summaries and discyss' 
magazine articles dealing 
with team effort and human 
relations. 

Invite an office manager 
to discuss the importance 
of teamwork. 



Records Management. Control 

a. Review^:^!' filing ^ 
procfeddr*es ^ 

b. Management of records 
system ^ , 

c. Micrographics 

d. Electronic data 
cessirig storage 
retrieval sj^ste 



A: 



s 



ro- 
d 



' :^;A^ Wo ncUTVticl^S i ng , S k i 1 1 
:;.Deve^pln6fit \ ; 
' 3 . ^^,#scl^ ?ne tran scr i pti on 



1 



gi v1 n g amd ' t alcf n g 
, .f dictation , 
Cv Work^ scheduling 

d. RoLfgh draft revisions 
and formatting 

e . - Letter cotjipos 1 ti on , 

^ o^lines and reports 

f . \ Otffice statljphery' 

g. . Aporopriate-'process of 
^oiifing arijd duplicatlfig 

h: Word process.ihg jo^y:"^^ 
firtiulatlpn 





Observe team effort in the 
school office. Report 
findings to class. 

Discuss reasons people are 
promoted othef than educa- ^ 
tional background, 

Oat>ine-and type desirable ^ 
personality traits. 

Visit a local business to 
determine the number of^ 
filing methods used, .^y. 

Show examples of special 

files usg'd by local businesses ^ 



Develop a filing system ^f ore. 
a restaurant. ^ ' 



Discuss the ^varvtages' of 
using microTTTmi'hg and 
microfiche. 

•Ijpvite speaker to explain 
hBw electronic data processing 
equipment affects the storage 
andi retrieva;! of information. 

Develop transcription pro- 
ficiency through Vp*€tion on 
transcribing machines.* 

Design individualized remedial 
and enrichment drills de- ^ 
pending upon* stddent tran-' 
scription weaknesses. 

* ' « ■ ' 

Compare*the method* of handling 
cbrresponderiee in a company 
hav>n^ a^word processing center 
and bne^without a Center. ^ 

fievelop outliQes-' f6r .th'e pr^- ' * 
par^tion of' (Jic toting cor re- *; 
spJbndl^n'ce. , ■ /'\ 
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Oirtline f 




Purchase^HK^ Accounts 

a. Functioji af purchases 
Budgeting 
Requisitioning 
Orderi ng 
Receiving 

Handligg account^ pay^blfc* 
vRemittance , cla>ms'and ' 
adjustment letters , > ^ 
Purchases/accounts paya^3tf^>4^ 
job si-mulatio^) ) 



b. 
ci 
d. 
e. 
f . 

g. 



Activities 

Have students dictate letters 
to each other for transcribing. 

. Type correspondence from rough 
draft copy. 

n. Ma:mtairKxlaily job logs of work 
penhDrmed by student.^ 

. ^Observe an office worker and 
^hen develop a work schedule 
for that worker. 

. Preg^re ar bul latin board 
' iWust^ating types of word 
{Processing equipment. 

. Secure price lists of off tee 
stati^ery, supplies, and 
equipment, and duplicating 
equipmlP^. 

Read magazine articles and 
advertisements about types 
of copying and duplicating 
equipment on the market. 

Decide appropriate duplica-. 
tion method for assigned 
projects and materials. 

. Compose and type' a report 
about available dictating 
equi pment . 

. / Complete word processing job 
/ simulation . 

Discuss types of purchasing 
badgets and the dependency 
of purchases or^ sales. 

'. Prepare a budget for a retail ' 
store sel 1 i n^ records . 

. Type requisitions tnd purchase 
orders for' purchasing records. 

. Compare purchase ?%dei^ with ; 
r^eiving reports.-; 

Compaq and type letters 
yd^l ioqxvdith adjjj^tment and ^ 



J" 
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Outline 



Sales and Accounts 
ReceivSble Systems 

a. Customer co^itact 

(1 ) Sales letters 

(2) - Telephone communica- 

tions 

b. Processing orders 

c. Billing 

d. Customer complaints 

e. \ Recording sales 
fi Preparing stiatementsr, 

acknowledgments, credit-, 
and collection letters 
* Sales and accounts 
receivable simulation 




Payroll Systems 

a. Methods of payment i 

b. Payroll data 

c. 'Preparing the payroll 

d. Pavrpll job 's inflation 

\9 



Personal Taxes 

a. Income tax recordkeeping 

b. Income tax returns 



* Activities 

Discuss the relationship of^^ 
purchases to accounts pay-y 
able. ^ • ' 

Record pertinent data in 
-licGOWts payable ledgers. 

Complete purchases/accounts 
payable job;^(jiulation. 

^ole play situations involving 
Customer contact. 

Compose and type sales pro- 
motion letters. 

Discuss methods of checking 
a customer's ^edit. 

Invnte speaker from credit 
' bureau to discuss the impor-, 
tarnce of a good ^credi t rati.ng. 



a group 



Prepare inv^ces^j 
of purchase order" 
^ ' ^\ ' ; • ~ ■ 
Record pertinent information 
in acCoiJll^s receivable ledger. 

Complete sales/accounts 

receivable job -simul ation . 

*, 

Discuss the effects of govern- 
ment regulations upon payroll 
procedures.^, * 

Examine tables of deductions 
and do practice exercises. 



Complete a simulated payroll 




project. ^ 



^ trate Ways to maintain 

income "^i^^^cords . * 

■> 

Obtain forms and booklets 
from .gpyei 
agencies . 



let< 

from .gpyernment revenore^^ 
agencies . . 

forrtpletG income-tax forms. 
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Outline 

Planning^ Businress Travel —. . 
a. Travel services 
-b. Domestic and intemationa^l — 
travel 

c. Hotel/motel arrangemefTts 

d. Travel funds 

e. Itineraries and expense 
reports ^ ' 

f. Letters making reservations 



Me^e^ngs an d Co nferences 

a. Planning and arranfling 

b. Letters and foM^ow::^up 

c. Minutes of*itleetingsl 



Job Simulations 

a\. Legal typist 

b.. Correspond.ing secretary 

c: Administrative assistant 

d. Medical typist 

e. . Real estate clerk 

f. Insurance cler.k ; g. Others' 

Office Simulation 



fffctivities ) 

Compose and type a report - 
about a country-each student 
wotild like to visit. 

Invite a local travel agent 
to discuss servjces'a travel 
agency offers. 

Illustrate securing reserva- 
tions for hotel and travel 
through simulated situations. 

Plan airline schedule for a 
trip to Chicago using airline 
fl ight schedules. 

Compose and type letters of 
reservation. " • , 

r Discuss types of travel funds 
avaTlable and the advantages 
and disadvantages of each. • 

-.J ' 

Prepare an itinerary and 
.expQnse repor^ 

Discuss a^nd plan*a distr"tN:t 
FB.LA meeting. 

Compose and type an agendi^ 
for FBLA meeting. 



Compose anci type letters for 
handling all "arrangements. 

Complejce job simulatiO!is^t<) 
meet career objectives pf 
students. \ 



Use -mode 1* c'e simulation v 
to refTfect realistic office 
9rganizati6r1,^work flow, oral 
'and written communications, 
interpersonal relations, 
firi or i ties', apd office-- standards 
of. ^jsabi 1 i t^. , J ' 



Outline 

13. Cooperative Work Experience 



Actij 




:ti^itifts 

Rfelattf classroom instjruction 
to on-the-job work, experience. 



EVALrUATION: ' Various protedures should be devteloped by the instructor 
to obtain pertinent information concerning the^^Bchi 
of students. The number and variety of'metWofs used will clepend upon 
the initiative and resourcefulness of the instructor. A number of these 
methods include: ( 

1. Printed tests , correlated with tex^tbook(s ) . 

2. General standardized tests. 

3. Teacher-made short-answer, essay, and problem-solving tests. 

4. Evaluation of oral participation, discussion, setting work 
priorities, attitudes, handling of materials and equipment, 
and ability to meet offjce standards. ► ^ - 

5. Checklist of promptness, nearfcness , and accuracy in ill 
assigned work. v - 

6. Business simulations and projects. ^/ 

7. Employer evaluations. 

> 

INSTRUCTIONAL MEDIA: The media may include textbqoks , supplementary 
Jbooks, pamphlets, Workbooks, transparencies, films, filmstrips, cassettes, 
reference manuals, dictionaries, and bulletin boards. > ^ 

.INSTRUCTIONAL APPROACHES: Instructional approaches may include field 
trips, guest speakers, practi ce sets , businiess simulations (in-basket, 
unipack, task, model office, teacher prepared), integrated projects, 
car43er-rel ated projects, self-paced instruction, work experience, ^ 
learning activity p?ickages (comihercial ly and teacher prepared) , quest 

>picioj6cts, rotations, and model office simulations. 

FACILITIES, EQUIPMENT, AND SUPPLIES: Refer to\ection VIII of this 
guide. ^ 





66^3 COURSE TITLE: Office Occupations H 0,E, CODE: T4. 9900 

Directed " . . ^ 

: COURSE DESCRIPTION: Jhis two- hour- block course combines classroom 

instructfon with meaningful in-schooV office wbVkLexperience, Irtstruc-^ ' 
v tion.in a simulated office setting, inclif^'s the^ea? oK office , 
[/- efficiency, meeting offi'ge prodJLict;ioa' standards , recoras iqanageag™' s 
tnterpgrsiShal^ relationsKi^s, wQrd*proces^^ and concept^H^ 

'><f. personal ta^fs, handling meetingsf^an^ et»ferenc^^ andf acCTTOho- 

t dati on services , p^roll /purchas^es'' a systems, sales 

\ • . ' % acooi/nts ^receivable systems , and written communications. Review 

iand refinement of communication, computation, and typewriting skills [-^ 
aire integrated with the instructional units through the use of office 
simulations. In addition, students receive practical work 'experience . 
in school offices and through usipg an office simulation. Indi vidi/al ized 
' remedial and , other enrf^hljient, learning activities are also tised.^^. 

LEVEl,: : GS|i$}e;i2. ^.•^^- ^T.CBEOltr^ 2 units , ' LENGTH: 1 year 

PREREQUISITES: Office Octapations I ^ 

OBJECTIVES: At the end of study in Office Occupations 11, Directed^,' 
' the student wi 1 1 : 




1. Employ correct spelling, grammar, and punctuation in>6)mposing 
and typing business correspondeuce , ,reports^*lt!8siness form, 
legal papers, and minutes. x^jP ' , • 

2. Express written ideas in letters memos , and reports so that 
they meet office standards of usability through the iise of 
transcribers, typewriters, and oth^r media. 



Demonstrate the"abill i ty. to meet office production standards 
iji typing letters, reports and business forms while wart:ing 
•/Under pressure of time, interruptions , noise, and changing 
priori ties . ^ 



Plac^ and answer telephone cal 19^ that gi ve and receive busi- 
ness information that Is complete anc^n acceptable business 
form. 



*^ 5. Process data and identify terms aSi^d in payroll, purchases, 

accoiints payable, sales, and accounts receivable systems! 

6. Demonj^trate the ability to fbllow oral or written instructions 
corr^fctly. ' ' ' ' 

, 7. decide the appreciate process of rep?:6^ction in terms of 
product, cost and use of copies. 

V 8. Demonstrate, the abilit^y to store, and re/rieve information 

using at least four »fi 1 ing. systems . 

'■'i,- / J 9. Decide upon appropl^'ate systems- of record management and 

/ ' Jr^ '/ . ^ake» recommendations for' change when given* problem situations. 
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10. Use travel and accommodation services and available tra?vel 
funds in- planning and expediting business trip-s. \ 

11. Complete. incdWie tax ret/urns correctly. 

42. Exhibit i.r1t;^r|5ersonal ski 1 Vs- and.eti(!|uette that are . * 
acHeUtabVeM'n business. 

^13. Analyze^the interrelationships of office jobs and recognize 
the dependency of various functions on sophisTi cated equip- 
ment,. 

14. - Correctly complete at- least five job simulations. 

15. Demons^trate the* ref>neme*nt of office sj<ills, knowledges, 
and.p^psonal qualities throiigh the use of a model office 
simulation. ' • 

16. ' Spell and define selected business terminology fAom a wide^ 

variety of business fields. 

17. Identify work priorities in order to plan and organize 
^ wor1< .accordi n-gly . 

18. .Develop job skills and knowle'dges necessary to, secure a job 

in a business-related field, , ' ' ' 

• ^ • • ' ■ ^ ) 

19. ; Communicate ideas effectively to indi v-i.duais and/or groups. 

20. Demonstrate acceptable work attitudes and fehavior. 

21* Handle materials and equipment in a responsible manner. 

22. Maintain appropriate personal hygiene and appearance 
acceptable j^r the business office.. . 
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^ CONTENT OUTLINE AN(J^(*GE5TED TEACHING/LEARNING ACTIVITIES: 

' O ^ine Activities » 

1. Review of Employment Diagnose weaknesses of students 
Procedures ^ during a mock interview. Make 

appropriate suggestions' for 
, 1^ improvement. 

2. \ Off ice Efficiency . ' .) Di scuss how humaa, relations 

' a. Human relations ' affect job performance and * 

b. , Personality - _ . morale. 



T^mwork 



Discuss case studies. invol ving 
human rel ations. 

Develop) display posters de- 
picting office efficiency. 

Develop skits illustrating^, 
poor and productive office 
efficiency .w 



1^ 



Ax 



Type, summarie^ ^nd discuss 
magazine ary cles- dfeali^ 
"with team ^fprt and human 
relatidns. 

Invite office manager 
^ to discuss the "importance 
of teamwork. 

Obsejggt team effort in the 
scho^|5ffice. Report ' 
findings to class,: 

Discdss- reasons pgjDple are 
promoted othef' ,than educa- 
tional backcfround. 

Outline' aryL type desirable 



Records Management Control 

a. Review of filing 
procedures 

b. Management of records 
system 

c. * .MiQj^graphics' i 

d. Electronic data pg^o- 
cessing storage and 
retrieval systems. ■ . 



J 



4 



>.personalit^trai t5. ^ 

Visit a local business to 
determine the. number of 
filing methods used. 

Show examples of special > 
fij^s' t*s^d by local businesses. 

Develop' ar filing system for. 
a restaurant. 



Discuss the advantages of 
using microfilming and , 
ijiicroficheVj 



4. Word Processi ng^Ski 11 s 
Development 

a. Machine transcription 

b. Gi ving and taki ng 
dictation ^ 

c. Work schedul ing 

d. Rough draft revisions 
and formatting ^ 

e. Letter composition, 
outlines ^nd reports 

f. Office stationery 

g-. Appropriate process af 
, c^^^ng an^ dupVi catift'g 
f h. ' ^Word processing job 
ipmulalf.ion 



Invite 'speaker to exp+ee4n 
how electronic data processing 
equipment ^affects the storage 
A and retrieval, of information. 

Develop transcription- pro- 
ficiency through rotation on 
transcribing machines. 

Design individualized remedial 
and enrichment 'drills de- 
pending' upon student tran- 
scri^ion ^eaknesses . 

^Compare the me1:hod of handling 
correspondence . i n a company 
having a word pr*oces^inq center 
and one wi^hout'^a center. . 

Develop outlines .for the, pre- 
paration *of dictating. corre- 



spondence. 



Outline *^ 



. / 



Activities . h 

H^ve studeiCts difState Tetter:^ 
to eath, other for tfan&sribin^. 

Type corr^fiondence froiE rqfdgh-- 
*draH copy.y; ' / V * 

Maifitain daily job ibgs of .work 
performed-'by stutient. - . 

Observe ^^n of f i ce, jyowker ' and^^ v 
th!erVclevelo£_a' w6rk schedul,^'*^" 
for that worker. \ . • 

Pjee^d-re a btjl\etin bqard* . 
il l4istrating*:'types' of word - 
processing equipments 

Secure, price lisliis of offic^. 
^stationery, supplies, and 
/equipment, arid dupltcating 

equipment. • ^ 

Read magazine ai'ticles and 
advertisements about: t^ypes 
of copyirig and duplicating* 
^ equipment on the market. 

^^cide appropriate. dupl Sta- 
tion method for assigned I 
projects and materials. 



Compose aj|d^ype a repor< j 
about ^ava'wrole' di(" 



ejquipmeht. . 



ic\ating\ 



Purct^ases and Accounts 
.Payable Systems 

Function of purchases 



Budge.ting 

D I I -1 <-*-! +• 4 <^ irt -5 irf Vi 
'J ' ^ 'Wit I'lIM 



Ordering ; 
Receiving ^ ' 

Handling accoiipts. playable jfr 
Remittance, claim^s Ifeind 
adjustftient l.^tter^ / 
h-. Purchases/accounts oaydfilp 
AJob^*'^imulation ' , 



. ' Complete wolhd .processing job/ 
simulation. ' ' / 

' .1 /' : ■ , • ' 

•Y- Discuss types of purchas4«g, 

budgets and the dependency..) 
of purchases on -sale^. - ;/ 

' ' \ ' ' ' " ^ . 

"store sel l'in,g rec6rdV. ' 
'' V ■ ' ■ ■• ' 
• type reqiwsifl'Ofi^ -iirKl purchase 

orde/rs for p^fcchas*Ti^g■ y^^or^^ 

-Compair:^ purchase <:)rq^ers ,With 
^ ^receiving reports..;, ' , • 

Cdmpose.-and type letters' ■ 
deal ing wi-th adjustm^t a^d i 
claims. v • 



Outline 



Activities 



' Q*iscuss- jthe Velationship of 
* purchases^ -to accounts pay- 



V 



Sales ^Accounts • /i» ' 
Rece1;v;iib1e Systems 

a. Customer^ con taqj: • 

^ ^ (1 ) S^rhe^<letUrs - 
' (2) -*Teljephone t'ommunica^ 
-tiofis ■ ^ ' ^ 

b. Processing -orders ^ ' 

c. Bi lling ' / _ ' [ 

d. Customer- complai nts. • 

e. Recordirig sales 

f . Preparing statements 
ackrtowledgments , credit, 
and cpl lection letters 

g. Sales* and accounts 
receivable simulation 



^ Record^ pertinent data in 

'acQounts- payable ledgers: 

' ■. 

, Completd purchases/accounts 
pajfeble. jobysimulation . 

' i^^S^ p.}ay ^si tuationj; ^i nvol ving 
^custbirier contact. 

Xompijse and type sales pro- 
' m'o'tidn. -leVters . 



y 'T)iscuss fnethc)<ls of checking 

*\^>^-a.' tystoffler's 'credrt . 

. j ' -iHA/ite speaker* from credit 
^ 'bureau., to disrcuss the impor- 
, ' tan(?e of -^a good credit rating. 



Payroll Systems^ 

a. Methods, of payment 

b. Payroll data 

c. Preparing the payroll 

d. Payroll job simulation 



Personal Taxes 

a. Income tax recordkeeping 

b. Income tax returns 



•V Prepare ^"fnvofces for a '^roup 
of p^rc^^se orders . 

Record pertinent information 
/in accounts receivable ledger. 

. Complete sales/accounts 
recei vabTe'job si^nulation. 

. Discuss the. effects of govern- 
X ment regu.l at ions'" upOn payroll 
prpcedures. / 

. Examine tables of deductions 
and do practice ex.ercises, 

. Complete a simulated payroll 
project. ' * . 

. ' Illustrate ways to maintain 
•^fn.come t'^x redords. 

. Obtain forms^ and booklets 
from government revenue 
agencies. 



Complete income tax forms 



- Outline' ^' . 

Planning Business ^Tr^el 

a. . ^Travel sarvicesi 

b. Domestic and international . \ 
travel * . ' - 

c. Hotel /motel ''afr::,angBments 

d. Trayel funds^ 

e. . Itiner^a»^i'es a^i'd expense 

reportii 

J^ett^rs making reseVva.tions 
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Activities ^ 

Comfcose and . type '-'a report 
about a country each student 
.would like to^visit^. ' " 

Invite a local travel agent 
to discuss services a travel 
agency: of fers*. , , , 

Illustrate securing^ reserva- 
tions for hotel and travel- 
through simulated situations. 

Plan air>ine'. schedule for a 
trip to Chipago using airline 
fl ight schedules / 

Compose and type letters of 
reservation. \ ' ' ; ' 



10. Meetings, and Conferences 
a. Planning and arranging 
. b. Letters and follow-up^ 
c. Minutes of meetings 



1 1 . 'tlob Simulations 

a. Legal typist 

b. Corresponding secretary 

c. Administrative assistant 
s d . Medical typist 

e. Real estate. clerk / 

f. ^Insurance clerk g. Others 

12. Office Simulation 



Discuss types of travel funds 
available and the advantages 
and disadvantages of each. 

•Prepare, an itinerary and 
expense report. 

Discuss :ai1'd pl^n a district 
TBLA meeting. / ' 

I. 

Compose and type an agenda ^ 
for FBLA meeting. 

Compose and type letters for 
handling all arrangements. 

Complete job simulations to 
meet career objectives to 
students . 



Use model office simulation 

to reflect realistic office 
orgarv-ization^, work flow, oral 
and written communications, 
interpersonal relations , 
priorities, and office standards 
of usabil ity . 
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13, Directed Work Experience . Relate classroom instruction 

j ' with work experience. 

EVALUATfON: Various procedures should be developed by the instructor to 
obtain pertinent information concerning the achievement land progress of 
Of^stu^ents. The number and variety of methods used wiljl depend upon 
the initiative and resourceful ne«^s of the instructor. ^ A number of these 
^methods include: 

1'. Printed tests correlated with textbook (s). 

2f. "General standardized tests. , 

3. Teacher-made short-answer, essiy, and pro^bl em-solving tests. 

4. Evaluatiort of' oral participation, discussion , setting ^work 
priorities, attitudes, handling materials and equipment, 
and ability to meet office standards. 

5. Checklist of promptness, neatness, and accuracy in all 
assigned work. 

6. Business simulations and projects. 

\ 

INSTRUCTIONAL MEDIA: The media may'inclade textbooks, supplementary 
' books, pamphlets, workbooks, transparencies, films, filmstrips, ^ 
cassettes, reference manuals dictionaries , and bulletin, boards. 

INSTRUCTIONAL APPROACHES: Instructional approaches may inclQde fi^ld 
trips\ guest speakers, practice sets, business simulations (in-bascet, 
unipack, task, model office, teacher prepared), integrated projects, 
.career- related projects*, self-paced instruction, work experience, r 
'learning activity packages (commercially and teacher^ prepared) , quest 
projects, rotations, and model office simulations. 

• FACILITIES, EQUIPMENT, AND SUPPLIES: ^efer to Section V)ll of this 
guide. • - " ^ 




SDPI NO.: -6321 COURSE TITLE: Recordkeeping ^ 0. E; CODE: 14,0100l 

COURSE DESCRIPTION (Semester 1): This course is designed tolprepar^ 
students for occupations requiring a variety of clericalaccounting 
skills. The student gains an elementary insight into the organization, 
operat;ion, and control of business through the use of a series of 
fundamental recording activities. Learning activities that, provide 
for review and reinforcement of computational Skills, are interwoven 
into the course content. Areas of study include personal recordkeeping 
and income taxes, cashier records, petty cash, banking, sales,* and 
purchases. Adding machines and/or calculators shoul'H be avai.lable 
for student .use. 

' ■ \ ■ ' ^^ . , y 

LEVEL: Grades 10, 11 '.CREDIT: :1 Unit LENGTH: 2 Semesters 

PREREQUISfTE: Business Math or pretest equivalency ^ ' . 

OBJECTIVES: At the end of study in [Recordkeeping, Semester V, the 
student wil 1 : ^ 

-1. Demonstrate proper work habits and attitudes. 

2. Demonstrate skill and accuracy in computations' (manOaV and/or 
machine) . ' ^ " ' 

3. Demonstrate the ability to maintain personal business records 
and prepare [personal income tax returns. , - ' 

4. Demonstrate ^an understaigding of elementary business 'concepts 
and procedures. ^ 

5. Demonstrate an understanding of the Uuties of a cashier. 
1s. Demonstrate the ability^ to maintain a petty ca'sh fund and 

petty cas^h records. 
^ 7. Demonstrate the^bility to open a checking account, endorse 
checks, iwrite checks, and reconcile a bank statement. 

8. Demonstrate' an understanding of the various services of 
banks. 

9. Demonstrate the ability to record cash and charge sales on 
sales forms, of various/^tyles and compute the^les tax.. 

10. Demonstrate an understanding of sales returns and. allowances. 

11. Demonstrate the ability to open, post to, and balance a ^ 
customer's account in a ledger and prepare the customer's 
statement of account . . ♦ 

12. Demonstrate the ability to keep stock record cards and pre- ^ 
pare purchase requisitions, price quotation cards, and 

purchase orders'. ^ 
. 13. Demonstrate an understanding of the concept of stock and 
inventory control through the use of proper recordkeeping 
and purchasing procedures. / ^ ^ 

14. Demonstrate an understanding of accounts payable procedures. 



CONTENT OUTLINE AND ^SUGGESTED TEACHING/LEARf|li|G ACITIVITES: 



Outline 



Activities- 



1. Introduction 

a. Purpose of records 

b. Accuracy < 

c. Legibility 

d. ComputationiL (manual 
and/op machirro) 

* 

2. Personal Rjecordkeeping 

a. Pla/ining personal 
finances 

b. Recards of income and 
expenses* 

c. ^Summarizing income and 
expenses 

d. Personal taxes 

(1 ) Property .taxes 

(2) Social Security 
tax 

^3) "^Income tax 

3. Cashier Records • 

a; Recording receipts 
Cash registers 

c . Proof of cash 

d. Daily reprtrt \ 

4. Petty Cash Records ' 

a. Petty cash vouchers - 

b. Classifying business 
expenses 

c / Petty cash book 
d. Replenishing the. petty 
cash fund 



\ 



5. Banking Records 



b. 
c. 
d. 



f . 



Opening a checking 
account 

Ma king ^deposits 
Endorsements 
Writing checks and 
check stubs 
Reconciling the ba|ik 
statement ^ 
Other bank services 



Pretest aifid analyze students math 
skills an)^l weaknesses, review 
math princ^^ples and make, in(Ji vidua 1 
assignment^^ as needed. 

Use EDL Sliri(llbuilde?r 5>inytes^fer ^ 
day to bui^iti speed and 'accuracy 



in mental cpmputationso' 



Use prograi 
building a 
necessary. 




[led materials for re- 
iithmetic skills' if 



Use adding ihnd/or calculating 
madiiijes fpHiComputations in pi;o- 
blems and siin^ula^ted projects*. 

Discuss reckrds kept in home 
and school an|^ purposes; then 
relate to bi^sine^s. \ - r 

Relate teacher ajKj/br student 
experifehce$l^j^l ving ernors 
and/or fll^'bility in records 
and the consequencess^ 

Have students; compare lists of 
names and mut'ti-digit numbers 
fpr likes andi unl ikes. 

Throughout -th^ course, use trans- 
parencies' andy['pr bulletin boards 
to present, explain^ and/or re- 
view forms used.^ 

Use textbook qO'estions and problems 
for disciissien ^^nd practice, 

Use transparencies of various forms 
projected on the; chalkboard to 
demonstrate how" to fill them in, 
atid have stud?nt^ practice com- 
pleting them. 

Have students prepare personal 
and^or family budget. 



Outline 



'Activities 



Sales Records ' ^ - 

a. SflfVes tickets 

b. Sates tax ' 

c. ^ Charge accounts, 

d. Sales returns, 

e. Statements of^ account 

f. Accounts receivable 

Purchases Records 

a. , "Stock record cards 

b. Purcha.,SG. requisitions ^ 

c. Price quotation cards 

- Orderipg and receiving 
* merchandise 

e. Processing invoices 

f. Accounts payable pro- 
cedures 

g\ Inventory/ control ' 



f 



. Use simulated project ^involving 
family income and ex|iense covering 
a month. ;. 

• Discuss records needed for incom? 
tax purposes. 

. Discuss income tax materials frpro 
IRS and complete problems, 

. Use simulated .project involving 
writing receipts, proving cash, 
and preparing daily report, 

• Relate the cashier unit to an FBLA 
fund-caising project.. 

Invite a cmanager and a cashier 
from a local supermarket tb dis- * 
cuss qualifications and duties. 
W of a cashier and opportunities 
X for advancemjpnt . ^ < 

. Complete simulated project in- 
volving the petty cash fund, 

. Secure a speaker frorn a local bank 
to discuss banking records and 
services ^and/or arrange a tour 
of a banking firm. 

Assign committees to visit varitlis 
banks to obtain information 0/ 
•procedures fpr . opening and main- 
taining , accounts and give oral 
repor^ to clas^ showing forms 
used. ► . 

Secure and use materials and film(^) 
available from American Bankers 
Association. . ^ 



. Complete simulated project covering 
activities from opening a checking 

\ account through reconciling the 
bank statement at the end of the 
first month. 



Complete sales tickets for purchases 
from' information prr ideH hv 
teacher unH/nr ryd 
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Outline , Activities 



Have students relate *e)*tJ^iences 
as sales clerks in part-time jobs. 

. Complete a simulated project in- 
. volving charge sales, payments, 
and returns for a customer for one 
, month, posting to customer \s 

account, and preparing end-of-the 

month statement. 

* - -• ■ 

- . Complete simulated, project .in- 
cluding activities from time 
i , material is requisitioned until 

it is received, shipment checked, 
and payment ordered. » 

I* 

4 . Emphasize importance of sales and 

purchases records and stock con- 
trol records to management. In- 
Wife local business representative 
to discuss this with class. 

Several of the OJT projects (Gregg) 
would be appropriate during this 
first semester of Recordkeepi'ng 
(Office Cashier, Accounts Receiv- 
able Clerk, Accounts Payable Clerk, 
Stock Control Clerk, for example). 




EKLC 



Recordkeepiivg 
Semester 2^ 
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COURSE UESCRIPTION:^'This course expands the study of recordkeeping 
into the areas of payroll, filing, automatiorr, and introduction to 
the theory of accounting. It is designed to enable .the 'student to 
develop job-entry skill in single-entry reeordkeeping and also may 
provide founplation for further study in double-entry accoUTi)ting. 
Adding machines and/or calculators should be available f5r^student use 



PREREQUISITE: 

OBJECTIVES: 
student will 



Recordkeeping, Semester 1 



At the end of study in Rejcordkeeping, .Semester 2, the 



1. Demonstrate proper work iiabits and attitudes^ 

2. Demonstrate skill and accuracy in computations (manual 
and/or machine). , ^ - I % 

3. Demonstrate the ability to compute tcJtad hours worked .gross 
earnings, deductions, and net eafniJigs. ' ^ • 

4. Demonstrate an understanding of the various deductions made 
from earnings. 

5. Demonstrate the ability to apply the basic alphabetic rules 
for filing personal and business names. 

6. Demonstrate an awareness of the methods of ^filing other than 
al phabetic . 

7. Demonstrate an understanding of the purposes 6f various 
financial statements, the information each contains, and the 
use of ^ch by management. - ^ 6 

8. Demonstrate an understanding of the rol.e of automa^tion in ^ 
maintaining financial records and preparing financial reports. 

CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVITIES: 



Outl ine 

X — 



V 



1 . Payrol 1 Records 



a . 

b. 



d. 
e. 

f . 



:Time cards 
Computation 4St gross 
earnings 

Deductions and net 

earnings 

Payrol 1 

Currency memo 

Employees' earnings 

records 

Payroll tax reports 



Filing / 

a. Alphabetic filing 

b. Subject ,and numeric 
filing 

c. Other filing methods 

d. Records management 



Activities 

Use adding and/or calculating 
machines for computations ^'n 
problems and simulated projeqts. 

Throughout the course, use trans- 
►parencies and/or bulletin boards 
to present, explain and/ review 
foniib used. 

Use textbook oy^stions and problems 
for discxissionand practice. 

Use transparencies or various forms 
projected on chalkboard to demgn- 
strate and have students practice 
filling in the forms. 

Ha\<^ students relate experiences 
from part-time jobs when ^appl icable 
to a unit. 



^ Outline 



Automation (may be inte- 
.grated with other units * 
where applicable) 
a. Manual and mechanical 

d^ta processing V ^ 
,b. Punched Card \ 

c . y Electronic • * . 

Introduction to Accounting, 
a. Accounting* equat^icfh 
b^' Debits* and credits. ' 
9. Journals^ and journal - 
* izing' - 

d. Ledger accounts and 
posting - • - 

e. Purchases journal 

f . Casfr^ayments journal • 

g. Sales^ journal 

h. Cash receipts journal 

i. End-of-period reports 

(1 ) Trial balance 

(2) ' Income statement 
(3-y Balance sheet 

j. Accounts receivable and 
accounts payable 



V 



' ' Activities / . 

. SeciJre from local bu^sinesse^ 
form3 used in completing the 

Complete payroll p^ctice^ se.t or 
simulated' project. ' ^ - . 

Use letters and cards i^rom type^ 
writing and tTalnsciriRtion classes 
ipv fi.ling practice"-7ile alpha- 
'betically, then convert to* 
numeric . , C * . 

Visit a local business and observe . 
the filing methpds and equipment 
used. - » 

- \ 

Visit an office Supply store to ^ 
see most up-to-date fil ing equip- 
inent if not seen in visit; to ^ 
local business. ' ^ 

Time students on finding list jof 
names and organizations in telephone 
directory. ^ ' ^ . 

.Use EDL S^cillbuilder for filing 
review. 

Complete a fil ing practice set. 

•^avc working studenti^ descrit)e 
, filing* $ystems*^nd procedures, in 
tne (^f\ces where they work. 



Di scuss-^+ie u^e 
el ectronifc" equiprJ 
and retrieval of 

■ \ 



automated and' v 
it *in storagfe 
[nformation. 
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Complete a recorakeeping practice 
set or simti/ated project covering 
the opera t<i on of a small retail 
^siness for a month and incTuding • 
all aspects of fina.nci£^' records 
covered jjj Recordkeeping. 

Emphasize h6w extensively automated , 
and electronic equipment* are used, 
in the^rrtaintenance of financial 
records and the preparation of 
financial reports and statements. 
Show film^or visit local business 
tje supplement textbook and re- 
ferer\ce -materials. 
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Outi ye . f ^ Activities > 

. Secure punched cards and explain ^ 
the concept. Use chalkboard 
diagram .a nd/or» transparencies^ > ^ 

. Visit scKoo) data processing 
cer^ter if there ope. 

. List items owned and ^wed^ and 
, • . /elate them to" the accounting ^ 

equation. ' ^ ' , 

. Using the T-account, analyze and 
record transactions involving the 
basic principles of the accoun-ting 
cycle. 

^- , V - ^ 

^ . Discuss the kind of proof that is 

provided by a trial balance. ' 

. Solve sample problems, involving 
> working papers, related to the steps 

' .in the simple accounting cycle. 

Several of.W OJ'f projects (Gregg) 
^ would be ^jalppr^priate during this 

^ ' * second semester of Recordkeeping 

(PayrolT Clerk, File Clerk, for" 
exjample). 

1^ . ^ * ' ' ■ ' 

EVALUATION: Ji/arious procedures should .be developed by the instructor 
to pbtain pertinent information concerning the achievement afid progress 
of students. The numbeV and variety of 'methods used will depend upon 
the initiative and resourtefulness of the ia^tructor. The following 
methods of evaluation are| suggested : ^ ^ ^; 

1. Printed tests. co^rrelatea with the textbook V 

2. Standardized tes^ts'with to reference to a particular t^t 

3. Teacher-made short^answer , essay; and proj^lem-sol ving tests 

• 4.. Observation of class participation &nd attitude - ^ 

5. Evaluation of use of busi^ess^ terminology in oral and written 
assignments and tests • ' ' 

6. Evaluation for neatness and accuracy^6sf_CQmpletetl business 
forms, records, and transactions y i- ^ ^ 

7. Periodic evaluation for accu'^acy and neatness throughout each «i 
practice set and/or sirpulation\^ * . ' ^ 

INSTRUCTIONAI MEDIA: ^The njedia may include current .recordkeeping 
textbooks, career pamphlets, business forms, transparencies, films, 
filmstrips-, siniulatecl projeict^^, practice ser|s, programmed materials, 
and bulletin board displays. ^ ^ 



INSTROtTIONAL APPROACHES: Instructional approaches .should include a 
combin^ition of individual and group a(rtiyities usifig a variety of 
' techniques. These techniques, may include lecture, class discussion,- 
^ individ;ual and/or 7committee reports, guest speakers, self-paced- - ^ 
instruction, programmed instruction, learning activity packets, a nd" 
^ simulation. ^ . 

FACILITIES, EQUIPMENT, AND SUPPLIES: See Settion VIII :of this guide. 
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SDPI NO.: 621 ; 



COURSE' TITLE: Shorthand I 



O.E. CODE: U.0700 



LEVEL!^ Grades 10, 11 , 12 



CREDIT: 1 wm't LENGTH: 2 semes'ters 



PREREQUISITES: Typewriting I and a worki ng knowledge of Elfish grammar ^. 

and meskanics as measur^ by pretest. ^ " , ' 

( /• ' , • 

* First Semester V' • ' 

COURSE DESCRIPTION: This couV^e covers- tls^e. fundamental s of shortHan^^^ 
It is designed ^0 develop fluency^^'in reading shoVthaUfi -p]ate"material and 
notes rapidly and accurately arid the ability to wijite practiced ^nd pre- 
viewed dictation and tQ transcribe* meaningful typewritten copy. Primary 
emphasis is on the presentation and practice of the prirfcf^es and theory : 
as a foundation for advanced dictation and transcrjpti^on j\ later semesters. 
Typewriters should be available -for student use.- . " , , 

OBJECTIVE^: At the end c(f study in Shorthand L/ the student -will . 

. ^ ^ - . ' ' \ . - 

K Recognize sounds, record in shorthand, the sounds heard, a/id read ' 

shorthand nates and plates rapidly and accurately 

2. Integrate shorthand skill with .the development of correct gram- 
matical usage, \punctuation, sentence , structure, spelling, capi-, 

■ ^ . talization, and typewriting - * 

3. ' T^ke previewed rtew-mattei^ dictation at a ^Tfiinimulti of 60 words p^r 

minute for three minutes and transcribe in typewritten form with 
• at least '95X accuracy . • ^ ' " ^ 

4. Dempnstrate, desirable personal traits* necessary for off ice "emplbyT 
ment " r ' ^ ' - • 



CONTEHT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: 

Activities 



Outl ine 



Introducl^ion to Shortftend • 
^. Listening^ Reading, and 
Writing Skills 

b. Pretranscriptfon Skills 

c. Developing Good Work 
Habits 

d. Career Opportunities 



2. Theofy 



a. 

b'. 
c, 
d. 
e. 



Strokes and' Words 
Joining Principles . 
Brief Forms 
Phrases 

Ward Beginnings^^nd. 
Endings I 
Omission of sounds and 
letters 



. Pretest for basic English skills and 
typewriting skill. , ^ , ' 

\. . . . 

: Have students use two notebooks, one 
for honfiework* practice and one^or . . 
class dictation. Check liomework note- 
book periodically andtiave students 
read and then give them practice. . 
di eta tlv^n from homework of two or 
three -days earl ier. - 

. Study -a^dvertisements requiring shortr 
-handJklTI . ' . 



Distinguish between a secretarial - 
position and other office positions: 

Evaluate the importance of shorthand 
as a salable skil 1 , 



Determine local salaries for secretaries 



20(3 



Reading, and 'Wri-t-ing 

a. 'Review of 'bcisic el.e- 
■^ments of shorth^ind 

b. Development of speed 
and accuracy 



Extension 
theory 



•of .shorthand 



4. Dictation ' ^/ 
<a ^ ' F^m i Ti ar matipr'i,a 1 

b, Preview'ed unfamiliar 
material 

5. Transcription 
'^i. Oral 

b. Typewritten 

c . Praof ceading 

d. Correcting erV^ors 

e. : Reference materials 



Practice desirable work habits such 
as ability to organize, to follow 
instructions, and to complete tasks 
thoroughly, efficiently, and correctly. 

♦ " 

Analyze the n^adj for, continuing improve- 
ment in -spelling, punctuation, sen- 
tence structure, and letter format- 

Read and .practi ce from chalkboard and/' 
or overhead presentation. of outlines. 

Intrpduce theory throtigh chalkboard 
and/or Overhead presentation empha- 
sizing phdnetic" association'. 

Distinguish between the use of brief 
form derivatives and regular outline 
forms. 



Mai Vabl e Letters 

a . Defini tion 

b. Elements 

c. Letter styles 



Read, and write shor>tt1and in game 
acti vi trT&s-^-^STKh a^^cr^ puzzles, 
bingo, and flastrcards. 

Read ^nd write from tapes, transpar- 
encies, and the controlled reader. 



J 



rr and student(s) spell and 
in unison from shorthand plates, 
cards , transparenci es , and /or 
chal kb^oard, 

'Differentiate between "writing" out- 
lines and "drawing" outlines. 




Demonstrate proper organization of 
materials, posture, handwriting posi- 
tions, position of notebook, and mark- 
i rjg of notebook . 
/ 

•Read for short periods from textbook 
plates, controlled reader, homework 
notes, and class dictation. 



roin[)l(^te reading aod wrMtinq practices 
on theory priru iples. 

J^ke dictation from practiced a>id 
previewed materia! and transcribe 
ora 1 ly . ■ ■ 



2 



I ake dir. ta 
tjffne of pr 
t nanscr^i he 



tion ^^^"^^ s ho rM. periods of 
previewed new material and 
i n typewri tten form . 
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. Use multi-channel lab for dictation 
speed-building to fit individual stu- 
dent needs. V 

. Review and refine proofreading and 
correcting skills developed in type- 
writing classes. 

. Use reference materials for word divi- 
. sion and other transcription problems. 

r. Review letter styles , pi acement, and 
parts . 

- Differentiate between mailable and ' 
unmai labl e 1 etters . 



] 



Second Seme^'ster 

COURSE DESCRIPTION: This course is designed to review and to build on 
the fundamentals of shorthand and to develop fluency in writing shorthand 
notes rapidly and accurately from previewed new-matter dictation. Emphasis 
is placed on the development of correct machine transcription techniques 
and the production of typewritten mailable copy. Typewriters should be 
available for student use. 

OBJECTIVES: At the end of study in Shorthand II, the student will: 



Demonstrate mastery of shorthand theory 
Expand shorthand vocabulary. 

Take previewed new-matter dictation at a minimum of 80 words per 
minute for three minutes and transcribe mailable typewritten 
copy 

Demonstrate acceptable transcription techniques ^ 
Use appropriate reference material^ efficiently when transcribing 
Demonstrate ability to follow instructions 
Demonstrate des i rabl e atti tudes and traits acceptable in the 
se<!:retarial profession 

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: 





Outline 


Aeti vi ties 


Theory 'Review 


. Review theory sytemati cal ly through 


a . 


Word beq i nn i nqs and 


chalkboard and/or overhead presenta- 




endings 


tion of outl ines. 


b. 


Principles of joininq 




c . 


Omission of sounds and 


A Continue use of two notebooks as in 




1 etters 


Shorthand I - one for homework prac- 


d. 


Phras inq 


tice and one for classwork dictation 


e . 


Brief forms and brif^f 






form dfn^ i Vri t i v^^s 


. (r'einrorc:r sk ills through reading a-nd 


P. 


Most.-uspd words 


writing shorthand outlines. 



1 . 

2. 
3. 



4. 
5. 
6. 
7. 



206 



Reading 

a. Reading for content 

b. Reinforcement of 
shorthand outlines 
and principles' 

c. Increasing rate of 
reading from shorthand 
notes 

Speed and Accuracy in 
Di ctation 

a. FamiViar material 

b. ynfamiliar material with ' 
previews 

c. Shortcuts in taking 
dictation 

d. Extension of shorthand 
theory 

Speed and Accuracy in 
Transcri ption 

a. Refinement of spelling, 
punctuation, and English 
usage 

b. Proofreading 

c. Correcting errors 

d. Judgment placement of 
typewritten copy 

e. Carbon copies 

f. Review of secretarial 
reference materials 

g. Special transcription 
probl ems 

h. Letter styles 

Attitudes and Work Habits 

a. Personal pride in quality 
work 

b. Desire to produce mailable 
copy 

c. Following instructions 



Compare reading rate from shorthand 
copy with that from longhand copy 
and set increasingly higher percentage 
goals. 

Interpret transcribed .notes as to 
content and meaning. 

Use tmul ti -chiannel laboratory for 
dictation practice to^fi t individual 
student needs. 

Take dictation at increasingly higher 
speeds for longer periods of time on • 
familiar and previewed unfamiliar 
material . 

Proofr'ead and correct errors in 
spelling, punctuation, grammar and 
typewriting using a variety of 
references . 

Practice error correction using a 
variety of correction materials. 

Discuss the characteristics of mail- 
able copy, using actual -letters as^ 
examples . 

Improve shorthand techniques through 
individualized instruction using 
tapes and/or other types of media. ' 

Give students timed practice on 
letter parts to decrease waste of 
time in transcription. 

Use judgment placement in transcrib- 
ing shorthand notes into mailable 
copy. 

Practice intensively on dictation 
material containing the 1500 most 
frequently occurring words in busi- 
ness correspondecne . 

Discuss the importance of proc[ucing 
work of mailable quality. 

Discuss effect of mailable copy on 
redder As compared with that of 
unmailfable copy. 



2 



Use role playing to practice follow- 
ing instructions . 
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EW^ATION: Various procedures should be developed by the instructor to 
obtain pertinent information concerning the achievement and progress of 
students.. The number and variety of methojfls used will depend upon the 
initiative and resourcefulness of -the instructor. A few of these methods 
include the following: ' 

1. Written recognition of students' shorthand outlines written from 
dictation ' " ^ ^ 

. 2^. Typewritten transcripts evaluated oh mailability 
' 3. Oral reading t^sts 

4. Timed transcription tests evaluated on speed and percent of error 

5. Reading and transcribing on the typewriter from selected homework 
assignments 

6. Evaluation of promptness, neatness, accuracy , ^ and legibility in 
assigned work ' ^ 

7. Observation of work habits and attitudes 

INSTRUCTIONAL MEDIA: The medfa used may include current shorthand text- 
books, supplementary shorthand dictation books, workbooks, transparencies,, 
films, filmstrips, cassettes, tat)es , records, shorthand charts arjd^posters, 
dictionaries, stenographic reference books, bulleitin boards, games, 
individualized learning packets (commercially and/or teacher prepared), 
and the mul ti -channel laboratory. 

•INSTRUCTIONAL APPROACHES: Instructional approaches may include a combina- 
tion of individual "and group activities using a variety of techniques. 
These techniques may include resource persons, individually prescribed 
instruction, repetitive practice, programmed materials, learning activity 
packages, teacher and student demonstrations, and role playing. 

FACILITIES, EQUIPMENT, AND SUPPLIES: Refer to Section VIII, Facilities, 
Equipment, afid Supplies! 
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SDPI NO. 



6213 



COURSE TI ILE: Shorthand II 



O.E. CODE: 14.0700 



LEVEL: Grades 11 and 



CREDIT: 1 unit 



LENGTH: 2 semesters 



PREREQUISITES: Typewriting I, Shorthand I 



First Semester » 



COURSE DESCRIPTION: This course is designed to further ref i ne . ski'l 1 s in, 
shorthand, typewriting, and language arts, and to apply these skills in^ 
the production of mailable typewritten transcripts. Emphasis is placed 
on developing the abij'ity to take dictation of previewed newlnaterial at 
increasingly higher s'peeds for longer periods of time and to transcribe 
mailable copy at acceptable job-entry rates.. Typewriters must be avail- 
able for student use. ^ . . 



OBJECTIVES: 
student wil 1 



At the end W ^tiidy i n 'Shortha-nd II, first semester, the 



1 



2. 
3. 
4. 
5. 

6, 
7, 



Take previewed new-matter dictation at a mir>imum of 90 words per 
fhinute for three minutes and transcribe mailable typewritten copy 
"at a minimum of 10 words per minute ^ 
Take office-style dictation and make indicated corrections ^ 
Integrate shorthand skills with acceptab^ secretar^ial procedures 
Use judgment in copy placement 

Use the dictianary and other reference material with increased'' 
proficiency .1 < 

Follow instructions explicitly, expressed and implied 
Demonstrate personal traits and attitudes acceptable in the 
secretarial profession ' 



CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: 



Outl ine 

Refinement of Dictation 

a . Fami 1 i ar materi al 

b. Unfalliifiar material 

c. Phrasi ng 

d. Special, abbreviations^ 

e. Shortcuts 

f. Extending scope of 
vocabul ary 



Activities 

* ]^%.^ t 
Use overhead projectof for theory 
review a few minutes each day. 

Take dictation at increasingly higher 
speeds for longer periods of time on 
previewed unfamiliar material for a 
major protion of each class period 
and transcribe orally. 



Office-Style Dictation 

a. Probl ems 

b. Sol uti ons 



Use mul ti -channel laboratory^ for 
dictation practice to suit individual 
student ' needs . 



3. Refinement of Transcription 

a. Mailable copy 

b. Multiple carbons 

c. Duplicating processes 

d. Figures, addresses, and 
dates 

e. Mail ing 1 ists 



2 



Refine phrasing, specia^ abbrevia- 
tions, and shortcuts through inten- 
sive practice. 

Discuss office-style dictation pro- 
cedures . 
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Refinement of. Work HauHf^. 

a. Working without sp^ 
directions and sup 
sion 

b. Neatness and orflerliness 

c. Flow 'of work 

d. Using dictionaries and 
otiier reference mate- 
rials < 

e! Proof readitig and correc- 
tions 



Take off ice-s<yle dictation from 
tapes and from business persons. ; i 

Practice taking dictation, with 
interruption^' and changes. , 

Transcribe meaningful typewritten 
-copy frorrfsoff ice-style dictation 
DOtes. / ^ 

Have students take dictation from/ 
various sources such as other stu- 
dents, resource . persons , tapes, and 
V^ecords. ... 



/ 




V^ary .terminology in dictated material, 
i.e. legal, medical, insurance, real 
estate, and statisttc^Ll . ^ J 

Give students timed pi^actice. on letter 
parts to increase transcription rates. 

Transcribe the day after dictation 
is given. ^ - 

Have students^ proofread , each other's 
transcripts and evaltia-te for mail- 
ability. ' 

Practice transcri'bi''ng with multiple 
carbons ^usin-g carbon^ copy . notations .\ 

Transcribe forh letter frojn short- 
hand notes; type on master and 
duplicate; fill in date, inside 
address, and salutation from a mail- 
ing list, "and prepare for mailing. 

Use simulated projects with-. less 
specific directfon's. 

Use role playing to demonstrate the 
advantages of^good work habits. 

Practice work -habits, attitudes, and 
traits necessary in the business 
office. ' 

Have currently employed students 
share job experiences. 

.J ^ 



21J 
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Shorthand II 
Semester 2 \ » ^ 

COURSE DESCRIPTION: This course provides refinement of shorthand skills 
and their integration with other types of ^secretarial procedures. 
Emphasis is on the further' development of dictation and transcript-ion 
skilly and of desirable work habits, attitudes, and character traits 
necessary for employment in a business office. Typewriters must be 
available for student us^. ^ . . . • : . 

OBJECTIVES: At<the end of study in Shorthand II, secor\d semester, the"' 
student will : • ^ . ' 

1. Take previewed new-matter dictation at a minimum gf 100 words - 
per minute for three minutes^and transcribe mailable typewritten 
letters^iibja minimum of 15 words per minute with carbpn copies ' 
and envelopes ^ ' , 

2. Assemble/ originalV, carbon sheets., second sheets, and envelopes 
correctl-y and efficiently. 

3. Use jadgmen't in copy placement . ^ * 

4. Pa-ke office-style dictation and transcribe mailable typewritten 
letters at a minimum of 10 words peW minute with carbon copies 
and envelopes ^ , • ' 

5. Take dictation of business reports and mtnutes and transcribe 
^ ' usable copy - _ 

6. Integrate shorthand skills with acceptable secretarval procedures 

7. Demonstrate desirable attitudes, ideals, and traits representa- 
tive of the secretarial employee 

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTIVITIES: ' • 

Out! ine ^. Act i|Vi ties ( 

1. Skill Development . Take dictation on progressively diffi- 

a. Theory Review cult material at increasingly higher 

. b. Increased length and speeds for' longer periods nf ^ime on 

difficulty of dictaticm previewed .new material. 

c. Vocabulary extension 

d. Dictation from various nve stgdents timed^praci 

sources letter jDarts to increase i cription 

e. Perfection of transcrip- '^raites. * 
tion skill 

f. Office-style dictation . Transcribe-the day after the d cation 

g. Correction techniques is given 

I J. 

Skill Integration . Have students take djjctation from 

a. Fusion of shorthand, various sources such as /Other students , 
typing/and language arts resource persons /tapes , and records, 
skills . i . - . ^ 

b. Techniques, work hab.its,.^" , Complete integrated projects, 
and attitudes -^^ ^ ^ 

c. Simple and complex tasks j Solve error-correption piroblems using 

d. Decisit^n making a variety of methods an& devices, 

e. Minutes of business | . ' ' ^ 
meeti ng^ 
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•f. Business reports > 

g. . Deadlines ^ ^ 

h. Priorities " 

Specialized Dittation/ 
Transcri ption 

a. Medical 

b. Legal 

c. Executive > 

d. ' Technical 



Preparation for Employment 

a. State and Federal civil 
service' examination 

b. Local business employmenrt 

c. Local job-entry require- 
ments , 



Practice taking minutes and taking 
dictation of business reports and 
producing usable transcripts. 

Use simulated projects to practice 
decision making an^l determining 
prioMties. « 

Compl ete dictation/ transcri pttort 
projects using specialized vocabu- 
lary. 

Have medical arrd/or legal secretary 
speak to class. 

Study local employment tests and ^job- 
entry requirements t^jrough i.nte^r- 
views conducted in the business . 
community. * 

Review sample c^'vil service exam$ 
and determine levels of Competencies 
vrequired for government employment. 



Take Civil Service Examinations 
(State -and Federal ) 



EVALUATION: Various procedures should be developed by the instructor to 
obtain pertinent information concerning the achievement ""and pnogress of 
students. The number ind variety of m^jthods used will depend upon the 
^initiative and resourceful ness ^of the rn-^^ a fei^' of jthese methods 

include the ,fo|l owing/ 



1 . 

2. 

3. 
4. 
5. 
6. 



F) from till: 



. udLipn evaluated on b*$is of 
d on< basis of mai lability 



Timed transcript 
speed 

Typewritten transcripts evalu 
Integrated projects t 
Simulated projects ^ 

Employment tests - Civil Service artif business 
Observation of regular, rapid,, and accurate use'pf reference 
materials ^ 

7. Evaluation of promptness, neatness, accuracy, and legibility 
in assigned work , 

8. Observation of techniques, work habits, and attitudes 

INSTRUCTIONAL MEQtA: The medta may include shorthand textbooks, supple- 
mentary dictation materials, mul ti -channel laboratory, transparencies, 
films, ^filmstrips , cassettes, tapes, records, shorthand^tharts and posters, 
dictionaries, secretarial reference books, bulletin boards, gairjes , and - 
individualized learning patkets (commercially and/or teacher prepare'B)-. 

INSTRUCTIONAL APPROACHES: Instructional approaches may include a combina- 
tion of individual and group activities using a variety of techniques. 
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These techniques may include repetitive practice, dictation by resource 
persons, office style dictation, office simulations, integrated projects, 
'programmed instruction, individual progress method, learning activity 
packages for English skills, teacher and stiKlent demonstrations, role, 
playing, and on-the-job work experience. 

/ • FACILITIES, EQUIPMENT, AND SUPPLIES: Referko Section VIII, Facilities, 

Equipment, and Supplies. 





SDPI NO.: 6633 COURSE TITLE: Simul^d Office '^^E: CODE: 14.9900 
• - ' Training , 

COURSE DESCRIPTION: This course is des igned,.for those schq£)s, unable 
to, support a. two-hour block course. It ^nabl^ the student to develop . 
and j'mprove office technical skills-, worJ< habits , human' relation^ ,> and 
j)ersonal qiial.ities necessary for eiripioynieht in* a business office- Areas 
^of instruction include the functions of the office^ ijiterpersbnal rela-\ 
tiq^ss payroll systems , .sales and dcc'Qunts^ receivable systems, purchases-^ 
and. accounts payable systems ,« word processing skills^and concepts, y 
written communi cat>t5ns , "^ncj, job ^-s imul Stibns. -Review and refinement^ 
of communication, computational, and typewriting ski'lls are 'i nte'grated 
wi'th^other instructioRal uTiits through the use of ^ imulate^iCprOj^cts . 

LEVEL: , 12 CREDIT: 4) unit \ /^LtNGTH:- 1 year , •'^ 

PREBEQUISITES- Ol^ce. Occuoations I - ' ^ - ^ 

OBJEu IVErr^ftt the pJd jo^stiidv ,i n/Si mul ated Office Training. the : 
student wi IJ : \ \ 

, . |. 

, 1., Employ coi I ecVL spelling, (}rammar, and punctu^ati oa i h 

composing and typi^ng business correspondenc^^^j^^^r^dorts . . 



2. Express written ideas in letters, memos, and reports so 
that they meet offi ce. standards of usability through the 
use of transcribers, typewriters, and other media. 

3. Demonstrate the. abi 1 i ty^-to meet off ice ^product iqTr?t^,r\dards 
in/^ typing Tetters ^, repots and business forms while^ working 

^underpressure off time, interruptions, noise, an.d changing 
^priorities. 

4. Place and answer telephone Qalls that give and receive busi-, ^ 
ness information that is complete and in acceptable busind^s- 

foriM', ^ , . ^ ^ 

5. Process data and /dentify terms used in payroll, purchases, 
accounts payablv^, sales, and accounts recei vabl e systems . 

6. Demonstrate the ability to follow oral 01? written instructions 
\_y correctly. ^ 

' - 

Decide the; appropr i a te process of reproduction "in terms of 
. product, cost and us^e of copies. ' 

8. Demonstrate the^ ability to store and retrieve information 
using at least four filing systems. - . 

9. Decide upon appropriate Ivstems of record management ar>d^ ^^"v 
make recommendations for\charige when given problem 

si tuations . '-^ 

' «t 

10. Exhibit, interpersonal skills and etiquette that are 
^ acceptable in business. ' \ 
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\ 



n. Ccrr^^ttly Mmplete at least two job simulyti^ons . , ' 

12.. Iclentjfy work priorities in order to' plan and organize'" / ' 
work accordingly. ' - H ■ 

'Develop:, job skills ancj X^Qwltedges necessary to secuce a job ' 



xl^- Commur/^cc 



i.n a bus iness- re Tasted f;j|J 



S 



Commurficate. fdeds ef;pfctiv.e1% vto .ind*i vidualr and/or groupi, 



1 5. i ^Demohstrate. acceptabl e work*4atti tudes and behavior. 

Handle^ mat"er;i als ancj equipment ij>a respo)^sible manner. 

Maintain appropriate personal hygiene ^an^/ appearance 
^ acce^taWe for tlie business i^fi'Se. ^' • ^ 

CONT.OT OUTilNE /VND SlflSGESTED TEACHING/LEARNI-NG ACTIVITIES': 



'16/ 
17. 



Outl ihe 

vReview of Employment 
Rroce^res 



fx-; 



Acti vi ties 



Diagnose weaknesses of students 
during a mock interview. Make 
appropriate suggestions for 
improvement. 



Office Efficiency 
^ . Hunian relations 

b. Personal i ty 

c. Teamwork 



Discuss how human nelations 
affect job perform|\(:e and 
morale. 

Discuss case studies involving 
hum^ relations. 



Develop display posters de- 
picting office efficiency. 

Develop skits illustrating 
poor and productive office 
efficiency . 

Type summaries and discuss 
magazine articles dealing 
with team effort and human 
relations . 

Invite an office man-ager 
to discus^ the importai^nce 
of teamwonc. 

Observe team effort^n the 
school office. ^ef)ort 
findings to cla-^sl" 



2: 



Discuss reasons people are 
promoted other than educa- 
tional background. 



Outl ine 



Activities 



Records Management ^ontro] 

a. Review of filirTg^ 
pf^ocedure^ * 

b. Mariagement .of records 
system . - 

c. Micrographics 

d. Electronic data pro- 
cessing storage and 
retrieval Systems 




Word Processing Skills 
Development^ — ^ 

a. MachindC transcription 

b. Giving ajnd taking 
dicta-tion^ 

c. Work schedul ing 
d^^ci^ough draft revisions 

/^ft^^^o rrot t i ng 
Lettef^ compos i ti on , 
outlines and reports 

f. Office stationery 

g. Appropriate process Q<f 
copying and duplicating 

h. Word processing job 
sirjjiul ation 



Outline and tj^e^desirajDle 
personal ity traits 

Visit 3 local business to 
determine the number of ' 
filing methods used, y 



. Shaw examples 
I'iles used- by 
nesses. 



of* special 
local busi 



Develop a filing system for 
a restaurant. | • / 

Discuss -the ^vantages ot • • 
usijig microf'^A^^^ and ^ » ^ 
microfiche. V ' 

Invi te^ speaker t©>^pl ain 
^how electronic data processing 

equipment affects^ the storage 
/ and retrieval of h'nformation. 

Develop transcription ^pro- 
ficiency through roti&iw^fron 
tra-nscribing m^ichines. 

Design individualized remedial 
and. eTirichment drills, de- 
pendingrupon student tran- 
scription weeiknesses. 

Compare the method of handling 
correispondence in a company 
havings^ word processing center 
and one without a center. 

Develop, outl ines for the-'pre- 
paration of dictating corre- 
spondence. 



Ha\Ae students dictate letters 
to each other for transcribing. 



Type corresppndence from rough 
draft copy. | 

Maintain daily job logs of work 
performed by student.! 

Observe an gffice worker and 
thl^ develop a work schedule 
for^that worker. 
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" ^ .Outline ^. *^ , ' Activities 

Prepay^e a bulletin bo^rd 
< , ^ illustrating types of word 

^. . ' processing ifefluipment. 

* , Secure price lists of qffice 

stationery, supplies, and 



V ' . , equipment 



equipment, arid duplicating 



. Read magazin^e jarticles and ^ 
advertisements about types . 
V • of copying and duplicating 

j^ \ • . equipment on the market. . 

' ^ ^ . De^^tde appropriate duplica-' 

. tionNmethod for assigned 

' ^ I projects and materials. ---^^^ 

^ " ^ Compose and type a report, 

o ^ about available djictattng ^ 

^equipment, ^ 

Complete word processing job 
simulation . 

5. Purchases and Accounts ( Discuss types of purchasing 

Payable Systems budgets and thr^pe^ndency 

a. Functio/i of purchases / of purchases on sale's. 

b. Budgeting v ' ■ ^ 

c. Requisitioning . Prepar^a budget for a retail 

d. Orderihg i ^ store selling records. ^ 

e. Receivjng ^ / ^ 

f. Handl ing ^ccoun/ts payable . Type requisitions and purchase 
, g. Remittance, claims and ^ ' orders for purchasing records. 

adjustment letters ' * 

h. Purchases/accoiJhts payable^ . Compare purchase orders with 

job simulatio^n receiving Reports . 

. Compose and type letters 
dealing with adjustment and 
claim?. 

Discuss the relationship of 
purchases tfi accounts, pay- 
_ ^ *ablpe. 

^\ ' Record pertinent data in 

^ ^ . ^ ^- accounts payable ^ledgers . 

' Complete purchases/accounts 

payable job simulation. 



ERIC . I - 



Outline ^ ^ 

Sales and Accounts 
ReceivabVe Systems 

Customer contact / 

(1 ) Sales 1 ett^^^ \ 

(2) Telephone comfpiinica- 
tions 

^ Processing orders 
Bi 1 1 ing ^ - 
Customer complaints 
Recording sales 
Prepari ngstatementsV- 
acknowl edgments , credit,''' 
aVid collection letters 
Sales and accounts 
receivable si'mulatiqn 



^ V. 
c. 

d. 

e. 
f. 
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Payroll Systems 

a. Methods' of payment 

b. ^ Payrol 1 data 

c. Preparing the payroll 

d. Payroll job sintilation 



Job Simulations 

a. Legal typist 

b. Corresponding secretary 

c. Admi ni strati v'b assistant 

d. Medical typist 

e. Real estate clerk 

f. Jnsurance clerk g. Others 



. Activities ' ' ^ 
\ — ^ '• ✓ ■ ^- _ 

Role play situations involving 
customer contact/^ 

Compose^ and type^ sales pro- 
motion letters. • \^ ■ 

Dtiscuss method*s Qf v^c^iecking 
a customer's credit. ' 

Invite speaker frojn'credit 
bureaii to, discuss the impor- 
tance of a good- credit rating.. 

Prepare invoices ,for a group 
of pUrcJjase orders. 

Record pertinent informatioa 
in accounts receivable ledger. 

Complete sales/accounts 
receivable job simulation. 

Discuss the effects of govern- 
ment regul ations upon payroll 
orocedures . 

Examine tables of deductions 
and do practice exercised. 

Complete a simulated payroll 
project. 

Complete job simulations to 
meet career objectives^ of 
stii^ents. 



EVALUATION: Various procedures should be developed theMnstructor 
to obtain pertinent information concerning the achl^vernent and progress 
of students. The number and variety of r^ethods used will depend upon 
the initiative and resourcefulness of the instructor.- A number of these 
Nnethods include : . ' ^ 



1. Printed tests correlated with the textbook(s), 

2. General standardized tests. 

3. * Teacher-made short-answer, essay, 

4. 'Evaluation of oral participation, 
attitudes 

5. Checklist of promptness, neatness 
assi gned work . 

6. Business simulations and projects 



and problem-solving tests, 
discussion, homework, and 

and acguracy in ^11 



9^ 



• . ' ?17 

INSTRUCTIONAL MEDIA: The media may «4ficlpde> textbooks , supplementary 
/ books* pamphlets, Workbooks, tranfe^rencijfts, films, filmstrips, 
/ cassettes, reference manuals, dictieiiiries , bulletin boards, integrated 

projects^ and job simulations. / 

' IN^RUCTIONAL APPROACHES: Instructional approaches may include field 
' tHps, guest speakers^* .practice .sets , business simulations (in-basket, 
uni pack, task,. model office, tea9her prepared), integrated projects, 
career-related projects , self -paced instruction, work experience, 
learning activity packages (cornmerdlally and teacher prepared), quest 
projects, and rotations. 

FACILITIES, EQUIPMEN1>/AND SUPPLIES: Refer to Section VlV;df this 
guide. ' . . ^ ^ 



218 



SDPI NO.: 6111 COURSE TITLE: Typewriting I O.E. CODE: 14.0900 

LEVEL: Grades 9, 10, 11, 12 CREDIT: 1 unit LENGTH: 2 semesters 

PREREQUISITES: None ' . 

,.j ' First Semester ^ " , 

COURSE DESCRIPTION: This course is designed to develop the ability to 
operate the typewriter' correctly and efficiently using the touch method. 
The fundamentals of typewriting ar^ the same regardless of ultimate usage. 
In this first semester of typewriting, students learn to arrange in type- 
written form problem copy such as tabulations, business and personal 
letters, reports, manuscripts, and outlines. Typewriting is a highly 
desirable tool for rapid and efficient written communication; therefore, 
specials* emphasis is given to word division, spell ing» punctuation, capital- 
ization » numbers, artd- symbols. 

OBJECTIVES: At the end of study in Typewriting I, first semester, the 
student wil 1 : , 

A' ' 

1. Correctly use the operative parts of the typewriter 
,2. Demonstrate correct body position and proper typewriting techniques 

3. Master the entire keyboard by the touch method 

4. Demonstrate mastery of the techniques for proofreading and corriect- 
ing errors \ 

5. Demonstrate the ability to S^rrange simple problem copy (business 
and personal letters, tabulations^ manuscripts, outlines, and 
rough drafts) in correct typewritten form using vertical and 
horizontal centering 

6. Demonstrate- desirable personal traits of an office employee 

7. Analyze errors and select appropriate remedial drills - ■ 

8. \Kfeep work area neat^^and clean and materi als and suppl ies in. order 

9. Given multiple opportunities, type from straight co\>y three 3-' 
minute timings at a minimum gross rate-of 20 words per minute / 
with no more than six errors, . , 

CONTENT OUTLINE AND SAMPLE TEACHING/LEARNING ACTlvVilES:/ 

Outl ine ^ . Activities ; , 

1. Fundamen^tals . Review operative parts^ of the type- 

a. Equipment , writer through illustratejdl charts 

b. - Furniture and through teacher and student . 
,c. Techniques demonstrations. - ' 

2. Skill Development . Demonstrate proper care of the type- 
. a. Touch method writer and orgamzation of work area 
Xp Keyboard mastery , by setting up a model /desk. ' : / 

c. Manipulation of machine , \ / 

parts . Den)onstr^t# the use and^ location of 

; d. Speed, accuracy, and teacher-prepared file folders irv 

error correction which students are expected to^^^tdre ^ 

their «uppl ies. 
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Performance , 

a. Quality 

b. Quantity 

Introduction to Typewriting 
Appl Icatlons 

a. Centering ' 

b. Tabulation 

c. Letters and Envelopes 

d. Reports >j 

e. Manuscripts 

f. Composition at the 
\ . Typ§wr1ter 



V 



I' 

Outline procedure for reporting 
needed repairs. 
» 

Give objective pretest on fundamentals 
pf typewriting: 

Emphasize cprrect typewriting tech- 
niques through use of 

a. films . 

b. teacher demonstrations 

c. student demonstrations (video- 
taped) ^ 

. / d. technique checklist for students 

Through speed and accuracy drills, 
check student techniques ,for-remedial 
action. ^ 

Emphasize the importance of error 
^t^gnosis by 

;/ a. acqua;tnting students with dif- 
ferent types of errors 

b, having students check and analyze 
errors on typewritten drills and, 
timed writings 

c, providing supplementary drill 
exercises for remediation of 
commonly made errors 

Obtain and anaVyzei different examples 
of typewritten copy. 

Type drills from teacher dictation 
and from teacher-made .or commercially 
prepared' tapes. , 

Practice horizontal and vertical cen-. 
tering in^the production of typewritten 
problems. 

Compose and edit short paragraphs and 
letters at the typewriter. 



Use sdpplementarw drills and exercises 
in practicing proofreading techniques. 

Through the use of charts, textbook, 
illustrations, and transparencies, 
familiarize students with letter 
styles, envelopes, reports, and manu- 
scripts. 



Prepare material in ^proper typewritten 
form from rough-draft copy. 
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Typewriting -1 
; Second Semester 



COURSE DESCRIPTION: This course is designed to continue the development 
of basic typewriting skills with concentrated application of these skills 
to the production of business correspondence, forms, and reports. 

OBJECTIVES: At the end of study in Typewriting I, secand semester, the 
student will : 

1. Remonstrate ability M'n manipulating all machine parts 

2. Type numbers and symbols by touch 

3. Demonstrate correct form and placement of business letters and 
envelopes 

4. Assemble and type carbon copies .correctly and neatly 

5. Arrange and type letters in a variety of acceptable styVes 

6. Identify and use proofreaders* symbols 

7. Proofread and make neat corrections 

8/ Identify and apply basic pynctuation, numeric, and grammar rules 
9.^ Demonstrate ability to' compose at the typewriter 

10. Organize* work station for performing tasks efficiently' 

11. Arrange -and type manuscripts in acceptable form 

12. Type from rough draft, statistical, handwritten, and unarranged 
copy 

13. Solve problem situations and make wise decisions in producing 
mailable copy 

14. Reproduce copies using stencil and fluid.^proce>5es 

15. Demonstrate ability to type ;job applications 

16. Demonstrate desirable work habits . 

17. Giv?n multiple opportunities, type from straight copy three 5- 
minute timings at a minimum gross rate of 30 words per minute 
with no more than five errors ^ 

18. Type letters in mailable form with envelopes at a minimum rate 
of 10 words per minute, 

CONTENT OUTLINE m SAMPLE TEACHING/LEARNING^ ACTIVITIES : 



Outl ine 



Activities 



1. 



Improving Basic Typing 
Skills . 

a. Speed and Accuracy 

b. Techniques \ 

c. Statistical Typirw 



Administer a typewriting ski IT test 
to analyze techniques and determine 
rates. 



2. 



Letter Mechanics 
a. Business Letters 



(1) Styles 

(2) Punctuation 

(3) Parts 

(4) Mail^bility 




Through the i^se (Tf teacher dictation 
and tapes , type numbers by touch 
method. 



Videotape students' typewriting per- 
formance and analyze techniques. 



Complete a technique checklist for 
^i^tudent self-evaluation. 



Diagnose causes of errors atid practice 
appropriate remedial exercises. 



2 ^ , ^ 
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V 



V 



Envelopes 

(1 ) Return addr^isss 

(2) Addressing small , 
large, and vgndow 
envelopes 

(3) Two-letter state 
abbreviations and 
zip codes 

(4) Special mailing nota- 
tions 

(5) Folding and inserting 
letters 



Stationery and Supplies 
> a. Size 

b. Quality . 

c. Ordering supplies 
d/ Carbon paper 

' Miscellaneous Correspondence 

a. Form letters 

b. Two-pagtf letters 

c. Interoffice memoranda - 

d. Tables in letters ^ 

Business Forms 

a. ' Intra^Company 

b. Purchase Requisition, 

c. Purchase Order 

d. Invoice 

e. Bill of Lading 

f. Others' 

Composing at the Typewriter 

a. Short answers 

b. Paragraph's, 

c. Short Essays 
d^. Letters 

Manuscript Typewriting 

Reports 
b. Manuscripts with refer-' 

ences 

Tables 

-a. Vertical and horizontal ' 

placement 
b. Open and ruled 



Language Arts Skills 

a. Grammar 

b. Punctuation 

c. Capitalization 

d. Word Division 

e. Spelling 



'2 



. Use controlled reader to build s^)eed , 
'and accuracy based on individual stU- • 
dent needs. ' ■ ^ ' 

, Using visual aids, review letter 
styles, tabulation, outlines, manu- . 
scripts, typewriting from rough drafts 
and script, and business forms. 

. Assign students to prepare bulletin, 
board displays illustratihg mai^abl.e 
and^unmailable, business letters and 
envelopes. 

. Complete letter and envelope simula- 
. tion project. \ • " 

. Collect sample business forms ffm' 
business firms. V 

..-Qompose par^r^aphs, sl^prt essays, and 
letters at 'the typewriter. Have stu- 
dents proofread individually and as 
a tieam. 

language arts skills. Utilize refer- 
ence materials in editing l^^pewritten 
copy. 

. Type manuscripts and simple reports 
from text problems. 

. Discuss and jlemonstrate procedures v 
for preparing master units and stencils 
and opet:ating duplicating equipment. . 

. Discuss cost, quantity, and quality 
of reproducing copies. 

. Have students type and duplicate forms 
needed in school, school announcements, 
and/or a booklet containing student 
work with illustrations. 

, Have students answer questions on job 
opportunities selected from reference 
source^ available. 

Compose and type letters of applica- 
tioxr and personal data sheets. 

Complete simulated applications forms 
and employment tests. 



V 



10. , 



j'rooft'eacli ng^and Typewri ti ng 
from Roiigh Drafts- 

a. Typewritten 

b. Handv<rjtten 




I; . 



V 



r 



Duplicating 

a. Typing on Fluid Masters 

b. Typing on Stencils 

c. Others, 4 



V 
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12. Correjc^ion Techniques 
a. Eraser \ 
^ b. Correction Tap* 
c. Correction Fluid 
; d. Othe)5^s 



^13, Job Application / 

a. Letter of l^tppTTcatibn ^ v ' ' ' 

b. Personal Data Sheet ' ^ - 

c. Application Forms / > 

d. ' Employment Tests ^ 
' / ... ^ 

EVALUAtiON: \Variou$ techniques should be employed by the^ instructor to 
obtain pertin^pt informatiort concerning the ac^)ievement and progress of 
students. The number and variety of methods used will depend upon the 
initiative and resourcefulness of the instructor .i Some of these methods 
include:^. . 

1. Printed tests correlated With the textbook 
2/ Standardized tests with^ reference to a particu^lar textbook 
3. . Teacher-rnade sljprt-answer^d performance tests 
" 4. Typewritten problems prepared in class 

\ 5. Observation of promptness, nAatness, accuracy, and legibility in 
assigned Work ^ j j 

6. Accuracy and speed in straigl|lt-copy typewriting 

7. Evaluation of typewritten problems on the basis of mailability 

INSTRUCTIONAL MEDIA: The media "used may include current text materials, 
drill books, workbooks, transparencies, films, -fiSmstrips, cassettes, 
charts and posters, dictionaries, bulletin board iji splays, reference 
materials, and indi vidual iz;^d learning packets (tommercially and/or teacher- 
' prepared). ) 



INSTRUCTIONAL APPROACHES: Instructional approaches should include a* 
combination of individual and group activities using a variety of tech- 
niques. These techniques pay include r^etitive practive, job instruction 
sheets, indiviqiually prescVJbed instruction, learning ^activity packages, 
programmed instruction, and teacher and student demonstration. See also: 



FACILITIES, EQUIP/I^NT, AND SUPPLIES: See Section VIII of this guide. 





SDPI NO.;- 6112 COURSE TITIE: Typewriting II O.E. CODE: 14.0900 




LEVEL: Grades-lO, 11, 12 fx CREDIT: 1 linit LENGTH: 2 semesters 

PREREQUISITES: fypewY^iting I 4 , 

First Semester ' y ^ 

COURSE DESCRIPTION: This course provides. additional practical problem- / 
solving experiences in the preparation of advanced reports, correspond^^e, 
tables, and/fomis.' Contentration on the solution of typewriting problems 
is stressed to improve production rate in daily work situations/ Units 
of instruction are designed to>eet individual levels of compet^cy. 

OBJECTIVES: At >the end of , st^dy in Tvpe\^riting II, tjrst Sjeme^ter, the 
student will: . f ^ y / 

. y ' . . - ■ . --r • ■ 

1. Demonstrate speed'and accuracy in producifig typewritten copy 
-necessary for on-the-job performance 

2. Demonstrate sustained prodLfction skill in the typewriting of 
\ business materials , . , * 

3/ Compose usable copy at the typewriter 

4. Organize and type reports" and manuscripts with^and without ^wty 
notes , . ^ . 

5. Demonstrate skill in duplicating, using various processes such 
as spirit, stencil , offset, and phbtocopy ^ 

6. Proofread materials accura.tglf and make neat corrections to p\?^ 
duce mailable copy . - ^> ■ > 

7.. Demonstrate ability to cope;with pressure, to complete multiple 

tasks, and' to work with interruptions . " 

8. Follow directions, both oral and written 

9.. Transfer information from source documents to business forms ^ 
correctly ' ' 

10. Demonstrate desirable personal qualities and attitudes necessary 
for office employees ' ; 

11. Given multiple opportunities, type from straight copy three 5- 

I minute timings at a minimum rate of 35 words per minute with no 
more than four\errors ^ ;> - • 

12. Type letters with special lines' "in mailable form with carbon copy 

and envelopes ai a minimum t^ate of 12 words per minute 

/, ' • 

CONTENT^ QUTL I NE AND SAMPLE TEACHING/LEARNING ACTIVITIES: 

Outline " Activities 

.1. Typewriting Production . Give a typewriting skill tes^-^ 

Skill analyze techniques and to rf^ermine 

a. Organization^of Work student typewriting rates. 
Area 

b. Proofreading and . Demonstrate tfte use and location of 
Correcting Errors' ^ ^ teacher-prepared file folders in 

c. Mailable Copy which students are to store their 

d. Review of Basic '•• supplies. 



Techniques 



2 
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-Business Letters with.- 
Multiple Cppies 

a. Business letters review 

b. • Punctuation review 

Special letter styles 

d. Special-size stationery* 

e. Production ' 

Business Forms Review 

a. Types 

b. Timed Production 
^ Tabulation 

■a/ Types and Placement 
b. Open, Ruled, and Boxed 
.c. fiinemcial Reports 
^d; Ti4neei Production 

/ , 

Manuscripts and Rough Drafts 
' a. Manuscripts with and 
without Footnotes 
b. Roughdrafts - type- 
written and handwritten 
>'c. "Timed Production* ' . 

Reprographics 

a. Fluid Duplicator 

b. Stencil mimeograph 

c. Offset 

d. Photocopier 

e. Others 



Explain the use and location of 
supplies and materials available for 
j^tudents. 

Have students use a ''sign-out sheet" 
for all supplies used in order to 
stress office ecoborny.^ ! 

V 

stress importance of returning sup- 
plies to their proper location. 

» ' ■/ ; / 

, stress i good attitude for cooperation 
in/maintaining an efficient classroom. 

, Outline pfocedure for reporting needed 
repairs. 

, Review proofreader"^ s marks an/demon- 
'strate methods of making acceptable 
corrections. , V 

\ ' 

, Practice applications of proofreading, 
proofreader's marks squeezing and 
spreading letters^ and wor^ division. 

> Prepare transparencies of actual busi- 
ness letters to illustrate leftter ' 
styles, parts, principles of Tetter- 

wrfting, and mail ability^ 
« 

. Obtain ajid discuss various types and 
>sizes of b.usiness letter stationery. 

. Follow aijroduction skillbuilding 
cycle: learning/untimed; skill- / 
building/timed; measurement/timed. 

. Have students compile individual 
office manuals to include examples 
of various business letters, reports, 
and forms. 

. Assign students to prepare* a bulletin 
board display of various business 
letters, reports," and forms. 

Apply the rules of vertical and hori- 
zontal centering to advanced tabula- > 
tion problems. * 

Using advanced composition skills, 
arrange and type manuscripts with 
footnotes, title page, and bibliog- 
raphy. ^ . 
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Have students compose/tnchtype a one- 
page manuscript on tfie^free enter- 
prise system. 

\ 

Apply techniques of tabulation to the 
typewriting of financial reports such 
as the reconciiilatiQjn of bank stale- 
meht, Income slcateroent» and balance 
sheet, • ' 

Have a company represent^ative demonr 
strSte duplication processes, ' 

/ 

Demonstrate^different types of dupli- 
cating equipment and relate the mate- 
rials used with each type, liscuss 
cost, quantity, amd quality of copies,^ 

Use a duplication project such as a 
form letter/to be sent to a mailing 
list. 

Have^~s^udents enaa^ in in-basket 
acti vi ti es^t^o^lJevelop deci s i on-maki nc 
skills and to develop coping skills 
in working under pressure. 
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Typewriting II ' ' 

17 Semester 2 , . . 

COURSE DESCRIPTWN: This course is designed to refine typewriting and 
language art skills through application in realistic projects, in a variety 
of tasflf and jol> simulations. Emphasis is given to the development of 
dei^lslon-makln^ skills. PREREQUISITE: Typewriting II, Semester 1 

OBJEp-TIVES: At the end of study in Typewriting 11, second semester, the 
student will : ' J . 

• . \ \ - '■ ' 

I. Vist and, discuss the quBjifications n^cessBry for office personnel 



rZ. Use reference manuals and resource materials efficiently 

citTs ■ 



3. Apply language ^rts skins in problem solving 

4. Adapt transcript;lon skiMs to. word processing envirdnments 

^^S. Type ^correspondence and report^ in mailable form — ' 

6. Spell and define vocabulary words indicative of a particular 
occupational area 
' 7. Follow orar and written instructions 

8. Make priority work , decisions 

9. Demonstrate^skills in language arts, proofreading, editing, and 
effective management of time. 

1|0. Produce mailable typewritten copy from rough draft and handwritten 
' , material . • • ^ / 

i ^^l Compose and ^prepare in mailable typewritten form responses to ' ' 
business correspondence, given geheral instructions as to content 
of reply 

12. Given multiple opportunities, type from straight copy three 5- 
min&te timings at a minimum rate of 40 words per minute with no 
more than three errors 

13. Typ^ letters ♦ith spec4al lines in mailable form with carbon Copy 
and envelopes at a minimum rate of 15 words per minute 

CONTENT OUTLINE AND SAMPLE TEACHII^G/LEA/^NING ACTIVITIES: ^ ' 

Outline . . Activities " \ ' 

~ — 

1. Typewriting Applications . Give typewriting skill tests to determln 

student typewriting rates. 

2. Production Typewriting 

^ ^^t up a model desk With materials 

3. Integrating Language Arts and supplies arranged in efficient 
Skills manner.. , . ^ 

4. ' Word , Processing - . Have students use a "sign-out sheet" 
. - , . for all supplies used in order to 

5. Completing Office* Forms stress office economy. 

6. Simulated Office Jobs . Pretest using rough draft, correspondence 

a. Clerk-Typist which needs punctuation, capi/taliza- 

b. Receptionist tion, spelling corrections, and correct 
' c. General Office Clerk word usage. 

d. Legat Typist I v 

e. statistical Typist ^ Dem^strate equipment in the classroom, 

using transparerrcies if available. 



227 



r 

■ V 



/ 



J 



r 




4. 



Have currently^ employed students talk 
to class about qualifications neces- 
sary for office employment. - 

Through the use of job instpQction. 
sheets and programmed instructional 
material, have students complete 
assigned tasks related to* equipment 
available fiv the laboratory. 

Have students verify (using adding' 
machines and/dpQalculators) and pro- ' 
duce mai fable rypewrittjen copy from 
rough draft financial Statements ^nd 
statistical .ceports. 

Discuss the wor;d -processing cycle and 
systems based on assigned readings. ^ 

Take a field trip to a word process- 
ing center. 

Have students compose responses to 
letters previously recorded on the " 
transcription machine whereby l^anguMe 
skills^ can be measured. 

Set u|>--d^reference and resource mate- 
rials centerHn the laboratpry for 
student use. 

Hav^tudehts complete in-basket pro- 
jecK^and practice sets, as related 
to various office jobs. Include 
several tasks ^requiring students to 
organize work/'in priority order. 

Through the use of teacher-prepared 
contracts and simulation projects f 
rotate students through various office 
jobs. " Include several tasks requiring 
students to organize work flow. 

Emphasis should be given to develo\j- 
ment of production typewriting skills 
rather than Straight-copy speed 
development. 




ERIC 
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EVALUATIt)N: Various techniques should be employed by thS instructor to 
-obtain pertinent information concerning the achievement '^nd progress of 
students. The number jand variety of methods used will depend upon the 
initiative and resdui^peCulness of the instrOctor. Sd^Vof ^hese methods 



include; 

1. 
2. 
3. 
4". 
5. 
6. 
7. 

■8. 



•V 



^ciirted t€sts correlated with the textbook ^ y 
itandS^dlzed tesfts^ith no reference to a particular textbook 



PrJ 

StandS^dl _ _ 

Teacher-prepared short-answer "and performance tests 
Typewritten problems prepared in class evaluated on mailability 
Observation of promptness, cooperation, and work habits ' » 
Production .of -in-basket and simulated exercises ' 
Completion of typewriting projects brought in from other teachers, 
the prin(fipa.w*etc. . ' 

Accuracy and speed tn straight -copy typewriting i 

I ' ■ ' ' ' . ' ' ' ' ^ - 

INSTRUCTIONAL MEDIA: -Th^^mpdia us6d may include current text materials, ) 
chri 11 books, workbooks, transparencies, films, filmstrips, cassettes, 
chartylnd posters, dictionaries, « bulletin board displays, reference 
^ate^fals, resource speakers,* and individualized learning packets (com- 
mercially ahd/or teachier-prepared) . 
' , ^ ' 

INSTRUCTIONAL APPROACHES: Instructional approaches should include a com- 
bination of ipdividual and group activitiies using a variety of techniques. 
These techniques may i-Dclude repetitive practice, job instruction sheets, 
individually prescribed instruction, learning activity packages, programmed 
instruction, and^teacher and student demonstration. See also, pages 33-34 
of ;this guide. . • . / ' ' • \ 
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SDPl NO.-: 6422 COURSE TITLE: Word Processing 0. E/CODE:\ 14.0400 



COURSE DESt^RIPTION: This course -provides, a thorough baekgrpund of 
word processinq'coaqepts , corrjmuni cation skills, mechanical skills', 
and career opporjtunities . Integrated and sin>ula1;:ed. projects cover 
language arts, decision makfing, problem^solving tvdictatibn,' machine, 
transcription, and, the pr.qport iorial spacing typewriter^ 

LEVEIl: Grades ] 1 , 12 ^ CREDIT: 1 'Unit LENGTH: 1 Semesters 



PREkEQUISITE: Typewriting I ' ' , ' ^ J 



OBJECTIVES: the end pf s€udy in Word Processing, Semester 1 , the, ^ 
student will : * » 

1 . Demonstrate ^n understanding of word .p.rocessing concept^ 
^ and applications in business, industrjy, and governrrient. 



1, Demonstrate an understanding of Word processing terminology. . 

, ,\ ^ * ' " " 

3. Use correct procedures to dictate business letters onto . 
tape from printed or handwritten copy. 

/ ■ 

4. Use correct procedures to compose and dictate acceptable ' - 
^ business 1 etters -onto^ tape without prior written forlfl. x 

5. Transcribe business correspondenpe and reports from '^-j^siig 
prerecorded media in /mailable form at a rate acceptable >^ 
for job entry. 

6. Set priori ties for pferforming tasks. 

7. Demonstrate decision-making and problem-solving abilities. :^ 

.8.. Demonstrate desirable personal traits necessary for employ- v^. 
ment in, the corflmurjfcations area. , 

CONTENT OUTLINE, AND SUGGES'TED TEACHING/LEARNING ACTIVITIES:* . 

Outi ine Activities 

1. Introducti(^n . Discuss evolution of word processing' 

a. Evolution, and defini^tion as related to a technical society. 



b. Cpacepts, goals, and 
advantages . Compose 4pd discuss several in- 

c. Tradition vs modern formal definitions of word 
^d. Applications processing. 

e. Terminology 

f. Career opportunities . In class discussion contrast the 

. traditional office structure and 
Language Arts Skilly the modern ^ord processing system. 

a. English usage 

b. Punctuation t^ave students visit offices in 

c. Composition the area to observe whether, 

d. Vocabulary - modern or traditional and report 

e. Word division " . n..^ to class. Discuss from aspect 

f. Spelling ^ ^ of cost and efficiency.. 

r 
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•» ' ' * ' 

Recording and Originatip-g^ 
Skills ' > ^ 

a. Input equipment 

b. Verbal input techniques 

c. Evaluation of dictated" 
V, material ^« 

Transcribing Skills 
^. Equipment 
b. Techniques 

(1 ) Letters and memos 
^2) Proofreading and 
editing 

(3) Form let^s, 

(4) Reports 



. Activities 

Invite a local busiriess repine- 
serttative to discuss the concepts*, 
gbals, and advantages of word 
processing in his business 
operation. . » . 



Practice the use of J:ranscribing 
equipment using^commercial or 
tearcher prerecorded material. 

Have each student practice the 
use of transcribing equipment 
using material he or shie has . 
prerecorded and material, dic- 
tated by another student. 
-] 

Use flash c"ards to driil on 
\proofreader's marks. 

Vroof and edit transcribed 
material ,^ using proofreader's . 
mark^ \ 



Emphasize the necessity for 
mailabtljty in final copy. 



) 



Have each student proof and 
edit copy transcribed by" 
another student and return -to 
original transcriber for final 
typing. 

Have each student practice typing 
final copy from copy proofread 
and e(^ited by another student. 

Discuss the, Ajse of form letters, 
or ii^petiti ve correspondence. 



Have students bring to class 
advertisements of employment 
opportunities in ^he field of 
word [Processing and discuss re-^ y 
quirements. " 

?retest students to determine 
level o1^ competence in each area 
of language arts. Use individually 
prescribed programed material 
as needed to bring language arts 
skills "to '^.acceptable level of 
competence. 
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Activities 

Follow a, plan to construct 
sentences amd paragraphs, such 
as: PLAN, PRODUCE, PRUNE, 
POLISH. 

Compose business letters for 
given situations; critique 
and revi se. 

Practice the use of dictation 
equipment using letters composed 
in the language arts unit. 

Discuss the essential part| of 
a message and of a report and 
prepare an ou-tline to follow 
when composing, "^t: 

Discuss importarfce of having aid 
materials necessary for dictating- 
letter to be answered, names, 
and addresses, necessary files. 

Practice dictating onto tape 
from printed and handwritten 
copy.. 

PracticI using dictation equip- 
ment, composing and dictating 
without prior written form. 
Begin wfth short, simple messages 
and gradually increase the 
length and complexity. 

Use check list to evaluate 
voice pattern for pace, arti- 
culation, volume, and quality. 

Use check list to evaluate 
language pattern for verb usage, 
topic sen tences , conciseness , 
and clari ty. 

Use check list to evaluate 
thought pattern- for sequence of 
thought. 

Have each student evaluate his 
or her own dictation and that 
of another student. 

Discuss the operating features^^ 
of transcribing equipment. 



EVALUATION: Various , procedures should be developed by the instructor to 
obtain pertinent informatiqn concerning the achievement and progress of 
students. The number and variety of methods usjed wi>T depend upon the 
initiative and resourcefulness of the instructor. The following methods 
of evaluation are suggested": ' j y 

1. Commbricially prepared tests supplied with indiv,iduaTiz|ed 
instructional materials and programmed materials, i 

2. Business entry-level tests obtained from local' agencies. 

^ 3. Teacher-made short-answer, essay, and problem-sdl v1ng tests. 

4. Production tests evaluated on basis of mailability. 

5. Evaluation of oral participation, discussion^, homework, 
and attitude. 

j6. Student-teacher conferences. ^ 

7. Evaluation of promptiiess , meatness , ^curacy, and legibility 
in assigned work. 

8. Business simulations and projects. 

9. Observation of s1<ills in making decision^ and setting "^^^ 
priorities. * 

10. Evaluation of language ^rts and communication skills 
exhibitefd in oral and/writt^en reports. 

INSTRUCTIONAL MEDIA: The media may include current textbooks, programmed 
materials, pamphlet^, style guides, workbooks, business letterheads, 
transparencies, films, filmstrips, cassettes , 'charts , posters^ (dic- 
tionaries, stenographer's reference manuals, bulletin board displays , 
magazines, and ^manufacturers ' equipment- guides . 

INSTRUCTIONAL APPROACHES :'• -Instructional approaches should inclutle a 
combination qf individual and group activities using a variety of 
techniques. These techniques may Include lecture, cl ass di scussion , 
guest speakers , .sel f-paced instruction , -programmed instruction, 
learning activity packets, simulations, integrated projects , quest 
projects, and rotations. 

FACILITIESv^EQUIPMENT, AND SUPPLIES: See Section VIII of this guide. 
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Word Pr'ocess ing ^ ' ' 

Seir\^ster 2 

COURSE DEStRJPTION : This course expands the concepts and varied , 
rompontonf.s of worrl proce^siru) to t) jve the^student a broad overview 
of the /(.oiiiriiun i(.at.'i(jns area and iui ir>trod'Uction to the qualifi cations 
^jand responsjjbi 1 i t i-es of a supervisor, an administrative assistant, 
a cor^res'pondence secretary, and an administrative secretary. 
Electronic and maqneti c'V-ohtrol word processing equipment is utilized 
ip this course. ' ^ 

PREREQUISITI: Word Procession'; S.nniostpr I ' 

OBJECTIVES': At the' end sfudy in Word Processing, Semester 2', 
the student will: 



1 . 

?. 
3. 
4. 
5. 
6. 
7. 



CONTENT OUTLINE AND SUGGESTED TEACHING/LEARNING ACTIVIMES: 



Operate a proportional spacing typewriter to produce 
fiiailat)le copy from recorded media. .:|. 
Perform superviso/y duties. I • 

Operate magnetic |:ontrol word protessing equwment. ^ 
Eormat documents. V 
Create autofn^tic ciocuments. 
Log magnetic med i a ~and'' prepare for storage. 
Demonstrate desi ral) 1 o persona 1 traits necessary for 
employment in the communications area. 



Ou 1 1 i ne 



Act i vi ti es 



i^'oport ion'a 1 Suae i fui 
a. Oporatio'n 



VP own 



A[)pi 



iorr 



Sij[)Brv i so.cy' Du t'.i p^... 
a , Dec i s i on mak Kig 
1) , f^rot)l (MM sol V 1 n<) 
c , Or i (1 i fhi t. i rnj docnmon \ 
d . Eva 1 li-a t i n q fMnp 1 oypc 



Llectroni(^ and Magn(?lic Contro' 
Word Processing Equipnient 

a . . Operat ion 

b . Appl ications 
"c. Simul atior^ 

the Word Processing Center 
Organ i zation 



a . 
b. 



Appl i cat ions - 
("^nd si-mulated 



actual 



< 



Identify and ci^isctiss the unique 
features of the proportional 
spacing typewri ter * 

'Use teacher and/or student 
deiifonstrations of equipment 
operat ion ■ 

Usincj a rotation plan, have each 
student complete a self- 
i ns4:ruct iona 1, u-nit on the opera- 
tion of th^ proportional spacing 
typewri ter . ' 

Apply language arts skills in 
proportionaj spacing typing 
appl ications , 

Proofread, edit, and prepare 
n,iailable copy. 

Di sciiss trai ts- and. atti tudes 
needed by ''supervisors . Have 
ea,ch student complete a self- 
analysis using- list prepared 
from cl ass discussions , 
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Activities 

Invite word processing center 
supervisor from local business 
to discuss responsibilities 
of the position and qualifl^ 
cations for employment. (Or 
have student(s) interview 
supervisor(s) and report to 
class.) ' 

> 

Discuss factors to be, considered 
in setting priorities. 

Practice "making decisions and 
setting pr^ibrities with situations 
from everyday life. ^ 

Practice making decisions and 
setting priorities through the 
use of in-basket projects. 

Use role-playing to demonstrate 
personal qualities and attitudes 
needed by a supervisor in 
carrying out responsibilities.^ 

Have e^ich student supervise a 
laboratory activity invoking 
a small group, such as a simu- 
lation. . / . 

Use teacher i^/or student 
demonstrations of equipment. 

"Practice recording onto magnetic 
tape or card while typing. 

Practice playback of prere- 
corded tape or card. 

Practice .error correction and 
search operations. 

Format documents' b^^^jsj^^ 
special coding tCK center, 
underline, and tabulate auto- 
matically. \ 

Practice adjusting prerecorded 
copy. 

Insist on use of dictionary or 
other appropriate reference to 
ensure accuracy in hyphenations. 
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Outline 



/ 

Activities 



r 



Discuss and demonstrate the 
difference be tweei( 'paper 
revisions and pe^anent media 
revisions. 



Practice performing paper re- 
visions without change in 
basic prerecorded^magnetic^ 
tape or card. 

Practice permanently modifying, 
revising, and editing pre- 
recorded materials. , 



Practice skip and delete 
'operations . ' 

Use a commercially or teacher- 
prepared task simulation in-, 
volving the preparation of a 
properly coded document and 
a set of variables to be merged. 

'^Use a commercially or teacher- 
prepared ta^k simulation in- 
volving the^preparation of a ^ 
properly c/ded basic .informa- * 
tion tape (St card witn a number 
of variables to be inserted. 



Practice logging magnetic media 
--forfn paragraphs, form letters, 
docur^nts--for future retrieval . 

Practice preparing magnetic 
media for storage. 

Complete simulated project using 
word processing applications and 
equipment. - 

Apply language arts skills in 
activities and projects using 
word processing equipment. 



EKLC 




Transcribe from a transcribing 
machine onto a magnetic tape or 
card; playback transcribed copy, 
edit, and paper revise final 
copy. 
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Out i i ne ' Activities, 

\ ' . ' ... , Arrange a tour of a local word 

- processing center. 

^ * . Set up a word processing center 

^ "^^in the laboratory. 

EVALUATION: Various procedures' should be developed by the instructor 
to obtain perti nent information concerning the achievement and progress * 
of students. The number and. variety of methods wsed will depend' upon 
the initiative and resourcefulness of the instructor. The following 
methods of evaluation -are sTuggested. 

1. Publishers' and manufacturers* tests supplied with instructional 
ma^'terials. ^ ^ 

2. Teacher-made short-answer essay , and problem-sol ving tests. 
'^3. '•production tests evaluated on basis of ^ailability. - 

4'. Evaluation of oral participation, discussion, homework, and 
"attitude. 

5. Student-teacher confet^ences . 

6. Evaluation of promptness, neatness, accuracy, and leg^ibility 
in assigned work. • 

7. Buslriess simulations and projects. 

8. Observation of skill in carrying out supervisory duties ahd 
responsibilities. 

9. Evaluation of language arts, and communication . skills exhibited 
, in oral and written i^ej^rts. ^ < 

INSTRUCTIONAL MEDIA/: The media may include current textbooks, projgrammed 
materials, styljB guides, workbootfs, business letterheads, transparencies, 
films, filmstrtps, cassettes, charts, posters, dictiorraries*, stenographer' 
reference manufll s , bulletin board displays, magazi nes , .and manufacturers' 
equipment ;ri' *des . ' ^ ^ 

INST^^^. ;ONAt A'PP;;OACHES: Instructional appnbaches should include a 
comt ^^fion of individual and group activities u^ing a varioty^ of 
ternniquGS . These techniques may include lecture, class discussiH)n, 
teacher/student demonstrations, guest speaker's, self-paced instruction, 
programmed instruction, learning activity packets, field trips, simu- 
lations, integrated projects, quest projects, and rotations. 



FACILITIES, EQUIPMENT, AND SUPPLIES: See Section VIII of this guide. 



